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Hds booV b dedicated wldi sbldlng affectkoi to tlbe 
memoiy of lUdasrd C. Roger 1896'10S6, memorialized 
by tbe Speech A n o dtU o u of AidciIcs in coevestiaD at 
CBaigD. December 26, 1QS6, in d^ae words 

" Frof e u or Beagcr tnqi U ei l coondos th ontliali of stD> 
dents and tpearhoaded die specth aettrUes of r naiy 
adolt, aodal, EPcoliieM, cod profanlonal gt oup a. In c am pp s 
itfe, Profoaor Becger was sy'ibo&o of Um iptrb of d)4Qg 
tor deaf old Antg^ so great was hb Vjyalty to bb col- 
lege. to hb colfeagabf, c^ to his itndi!i^ Hb pustag 
has indeed bit a ▼aid.'’ 




Prefac* 


Richard C. Retger “The Prof," u we will abraTi ranember 
was oar fint ipeech teacher He to mOaenced oar Urcs 
that we emcied the profminn. Later we had the 

privilege of lemtig with hfan In the ipeccfa and dd>aie pro- 
granu at Rntgen UnlTerxitT and also in adult education ac 
tivitiei thmcghoiir the United States. In onr work we try to 
apply hli comtpon sense approach to t peerh . Wc believe it is 
the best method to help people leam to e tpies i their ideas 
dearly and effecdrely 

The hixt part of Y<ni Can TatA TVtO has been updated and 
revised to give more poritfre <‘TnplTstn to orgaoltatloD and 
commQnlcauaQ. The second pan has been coodorsed bat 
OiU can tains the praoLcal suggestiom for speoSc speech uro- 
atloDa. We hope that the levukm retains the fiavor of the 
onginiL 

hln. Richard C Reager and Mr Alan E. James, Aaoente 
Director and Sales hlanager of the Rutgers Univmscy Press, 
gave us (he warm enoMiitgouait without which the l ev u ioo 
would not hare been uadataken. Mr Janus also hclp- 
fol su gge sti ocs aboQt the vriting and the preparation of tlw 
manuscrlpit, 

t>r Donald Camenso. Librarian, and Mr Rmsell Van 
Horn, AsaUunt UbrarUn, placed the facilities of the Rntgen 
Library at OUT d Ispoad, 

Piofosor David LQUen of Rutgers Unirrisiry wrote the 
memorial which appears oa the dedlcatOTy page 

To each of tbese friends wc dpr e ss our gnUtnde. 

NJ*CandEi.S 
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You Con T<i!k Well 


The ibQjt; to q p e a tn idea and elective}? u almort 
IS ixDpoitant as the Idea itsdf Om approach to ocal commo- 
mcatura can be tanmied op tiib nni]^ Yoa mint have in 
tA-j, and yen most bare the abiltty to ofi ea i the idea dearly 
and effectively The pmpoie ot Yoo Cm Taft Well fa to hdp 
yon d t r el op thb ability 

Today people m every walk o( life need this ability To besi- 
ceo, the peefemom gorecmncnt. igricoltarc, and labor peo- 
ple at every Icrd cf retpomfbOrty ore called upon to present 
their ideas. The men md women who can talk most easily 
and cffccbvdy arc often the roost penuasiv e m tiicii Job ohn- 
tiom and In thoi cmc life. Comnnmibes look to snA people 
for Icadeohip. Those who talk well are likely to beco me per 
sonsdlnfiocnce. 

Many people feat a s pee ch afhation. If yon were to aA the 
average b o si nes man, dob officet, or gerve mm eot l ep ie sen ta- 
bre to make a spccih, the irnmedate reacbon woold often be, 
"No, I can't do it," In confercncca, many men with good 
Ideas don t eiprcas Ibemsdres became of tlm fear 

Yet the same oeoole who fear to nuk^ a talk are tK?? fint fn 


TOO CAH TAtC WILL 


•dmil llul, no matJfi wlal Iht ritwiton, Ojc ibfljly in blV 
wrD M htjjfely dcdnUc. “I hm Wca bat I fwt canl jct op 
lo ipeaV" fa 1 jtatnncnl wt beat cootinoaDy llcrwcra li 
TBOrt a n p jn t can i m p g r e hn tbibty to u p tn hlcsL 

It may be tcttttj that effectnT rptteb fa ralaible tod de 
liable bot many peojie ttt onjUc or cmnDn^ lo pafaidyolr 
h» pobljc rpeabiD? utmliom. The prtaident erf ■ Rotary CJob 
pobably c apmt rd the thooi^ti erf many tbotsands d men 
tad w omen *bcn he laid “I conU be t better janjdetit erf 
tbfa dab if t craly Irrew how lo talb casOy and cflctt i r d/ ” 
Why iboold rod» t cmc md bmmea h ada fed that ip t cb 
fa important tnd ytt hare rod) t iw pi t i rc tlblode toward 
maljng a ipeech? If he bdiem in Ibe fanpewtance el tpettb, 
be ihoold be wiTbcg to do tometbinc cce utf BCtn x tb^ xL 
There »tt many o pporto ui bo for peojrfc who woh lo fanpewt 
llieu Jpeteh effortn-eoesL Larje dqxirtiDcnt iIotcs, ptal otit 
ity cemjpin*!, Indo ri t u l ogoetn o . imannet ewnpaoia, jo*^ 
emment orga ^ bona. trade tnociatkittL and bb« oipim> 
tiom not only itrea the importarKe trf tpeech taunog te 
thqr etnFA o y t 'c a bat many of Ibem oScr c uon et. lo tddiboa, 
thoonncii of men end vomca enmO In cnivc nJ ty or adtdt 
cdtiation po gr anB which ladndc c woc a hi pobbe rpaVmg. 

To be cffectrrc. inch tpecch tt ainm g tad iiaUuttron ibotdd 
be practical tad tboold bdp the tpeaVer derdop ha ibdlly 
to rrmter toy s pee ch tifasabotL Tbu boob contains ■ teria erf 
sng^ollom lo hdp yon impn w t yocr tbflity to iclcct, organ- 
be, and prejeot yonr ideas in ilmost erny load of rpeaWng 
ntuation. Imlnsctioa fai pobUc speabin); fa Dot i *liit or 
rain" affair There a a proper jrfan for eadi ipeech sanatkm. 
It fa ytKs respo n obnity as a rpealcr to baow tad appfy Ibe 
T^hlplan. 

\Vby shonld enyoac posi c r l ng Wtww, baow ledge, and ililfa 
—with "•omdhinj to acB*'— mabe an l a c ff e cla o presenta- 
Hqq7 There fa oothfaig difficnU aboot taabiog a speech, de- 
hrerinc a fcctwt, teaching a dan, or “mabhig a sale.* Tbert 



Too Cm Tdk Wdl 


is DUle reason for anyvsie to do anj i pgjcl i job poodj if be 
ipproac^ta Us pro p o l y However, too many of os do not 
talk wdL We tie ctmlcas with oor onmaatkni. We nse tn in- 
op pr^ w t atii ^ ryiifilg y Trmrf^^H Of mtppbcable ipccdi ma- 
te:^ We talk in a moQOtODC wftb do cbxnge of prtch, lat^ 
or Tolnme. We do not htre car pnrpoK cleady m mind. We 
do not rtu re to make oor todicnce. We do not 

epply good aoond common aoiae. We do not acbjeTe oor 
optimum wbcn we talk. 

Molt of ns bare tbe endowmenta we need for oral com- 
nramcaban. We have Itmgt, larynx, lips, teeth, tongue, tnd 
p htx y na to make tonndi. We have bum and memory to pro- 
vide intelhgeiKe tnd xWt. With these facolhfs we can tbrok 
tnd tpetk. If we nse tbem pi opedy we can be efTetljre speak 
ax. 

It b not diScnlt to talk easQy tnd efiectiTdy No spcdal 
talents aie l e qalr ed. Yoo ore the key to yom own esse and ef 
feettve n e ss is a tpeiket. It is yooi ehuacter app ea tainn , ex 
pe a twigy . , and conrichons wbkdi taaikt op yonr poaonahty and 
wbid) vitally affect yonr rdationsUps wilb other people. 
Capitalize on dsese assets. Be at jom best with other people. 
Stnve to be 1 ge n ni ne, pleasant, and e uthmlas tic pers on . Wd* 
come opportnmbei to tdl yonr story Tbni, yon will develop 
and eieiose a posHiTe speakmg personalty Yon can talk 
weD. 

Se v m l yean ago oratory and d rd ama tk m formed the 
for effeetr^ s p eed i bnt thia theory of expression is 

outmoded, Today the basts for e ffe c ti ve spewing is commtnu- 
catkm, and tUs book interprets pnbbc speaking to be tn cx- 
tnmoo of c o u ve m bon. PobBc speakmg is ts tbe oral 

ctpresdon of an idea for tbe porpose of obtaining a definite 
response from a gi vai tndicDce at a given time in a given 
pla^ 

Note bow this definition applies m real life ntoxtkms. 
Whilerer the speech ntoabon, there are good reasons for it 


TOO C*>t TALf Wfl-l 


If fwj ATT lo bo a part of It, ibw ifiooU be f food rcaan for 
four pirttapattno l<»r tntmn^ jouf etpenen^ jocr abd- 
jty )t3m ppolam maf fmt omed jeo to be Umici or yoat 
on fodfrncnl otif loyrif that yotj can profit by tinlb^ f 
wltmlary proeotatum erf jom tdeit ^ 0 Q cuy b* a bixiiCT 
nlfd to dittotj fome phase of KioUnp ^ reform the ao- 
d»cnce thoot a oerr dnve m *tfKJo» fmxr ^ oo may be a 
member of an orpiniaiffon eomufmiv? a rimer" yoa tail for 
or a^aimt that «lir>ce ^on may be ■ Jesdn in a kol Partrrf 
Tcjchen AimcuiicTn, *hich it pmenfmij a »rt to llte 
Khooi. jem nulf the ptercntiticn tpeatu \m nur be Ibe 
head of tome department ro a itort; )oo fhe irotn>d>oni to 
new dolt You may be a tilctnuo; ytra pttsrol iwiroj to a 
pi mp e c t for (he purdojc of yoot prodoct If ttm *peab» do to 
oa a portteolar tep»c, at a tpeoSe bme. ami Ktb a ipeofic 
ferponte W'hen jtw participate m a ptegi a m jour ipeeci 
•hmiU cemfrtbete to (he p ur pote of the p ogi are . 

SlcpPcs may about the many ihomandj *ho 

jertt (d op aod talkT" If the msfonty of todjrtdttab atadd rr 
fnw from “^tuit grttinG up »od the woiW aotild he a 

happiCT place m »Kieh tohre There ihooW tlwan be a good 
iravm for nxalmg any ipcech and the ipealer ihooH male 
the best pOTuble me of hrt opportofuty 

Thn bool doci ivrt offa a mape formaij for rpeecb prob- 
ktm It dnein I prewnt Ten Ca^ Cesumj" nhicb pmaettce 
to cane talma Immcdutdy lo prodoee ibr al om cn. or 
erpjjp nxfmdmli to be “the bfe of (be party “ Neitber doa 
(ho bool offer toggerttetn for (reatreg (be efuM or adoH mth 
tpcech defetlt I Irfp f« defects meb «i ituHcdng or chreole 
hnanenen tboaVI be sooghl from qualified physkuss or 
tp cfcl i tltcrapUts. 

In order to tpeal more cziily or effcctfrely temem ber that 
c\Tty time you lalV you art esproring ideat aod fcdioiet 
orally Yoor monung pectfog lo a neighbor yoor conrem- 
ton on a bar or train, your tefepbooe fib, yoor lofanrul coiv 



Yen Cm Titt WeS 


vemtioss tt the lunch taUe^oII these ne speech sHifldioTii. 
The peiticspttnti, you and the otfae n , uc speakers. Yon wo- 
iDyteve no fear or complcr about talking owIct swi ciiamJ- 
staace*. Why then fear “the pobhe ipceciT" Pnbbc spesking 
fa much Kke any other speaking. Wbetha it fa one person 
speaking to toodiez. Or OIK pessou speaking to on todiaiceoi 
mrOionx, the pfoblan cod tbe pu rpo se arc stiH to ccanzoBsi> 
cate ideas and e ff eefa v dy 

A student m a college recently aAtd. "Why doesn t 
die coHege a dmi n fati attuu legnirt aH teachers to take a comse 
is pohGc speakmgr’ Thfa n a good and fair goeatton becauae 
all who iaa audteoces diould be trained to do the best ^ob 
pocsiblc Mott teseb^ bowerer, do not need mote training 
in pobbe speakmg. They simpdy need to apply camp on tense 
to poUic speaking situations. Indeed, tins fa all most people 
ne^ to make be t ter speedres. More talb £a£l and more pro 
p ains ate gitkoed becaiBc of thfa bDoie to apply c ma ico 
sessse than lor any other ressocL 
There fa DO to tear ether tfauadoo or ^xedi for there 
fa on antidotB to such feai. TTus anbdote is knowledge and 
expeneoce, whkh procnote courage and sdi-conhdcn^ We 
may never comptetdy cvereome oui fear and anxiety hot we 
Can leam to cootrol them. We should net and ei c jtlj aa te our 
idres or our ability to speak wdL 
If we would do any ^b betts we should bare confideux 
is omsehes and adequate knowledge to p e iftwui the hxV If 
we would talk wdl, we should derdop and use a posibvc 
a p q kmg personality Others will poateas and show confr 
dence to os only to tbe degree we possess and show coctfidence 
inomselwa. 

Suwaary 

1 Erciyane has Ideas and should ea^ es s them wdL 
1 SpceA traming a anflabfc. To be effective rt should 
he practical. 



TOT) CAB TALB VXLt. 


If Ttra ce to be ■ port of it, that ^tooU be a food reason foe 
yoor pdrbcfpatioo. Yoor tmtuo^ your crpencDce, your ibil' 
fty yoor pootion may bare earned yon to be invite^ or yoor 
own ^od^nent may tufgest that yon can pnofit by maksg a 
Tolnntaiy presentation of yom wm. Yon may Ik a bxnlxr 
asbed to diactm tome pbase of twiV4T<g; yoa nxfonn die in- 
dlence about a new dnYc-dt-mndow letvrce. Yon may be a 
member of an organization cmBjdcdng a dance; yon talk for 
or against that dance. Yon may be a loder in a kod Parent 
Teadien Assocotton, wtudi b p mentin g a TV tet to the 
tdwol, yon make the presentatte tp cec-h . Yoa mar be the 
head of tome dcpDtment hi • store; yon give iutiruebont to 
Dcw dciki. Yoq may be a aalesmas; yon present leosoru to a 
pro sp e ct for the p ur^ie of yoor product. If ytn tpeak, do to 
on a partkniar topic, at a tpeohe time, and icd: a tpedfic 
reapo ute. When yoa pcn b c i ptatc In a progtam, ytict ipetdi 
should co ntr ibute to the p or po ae of the ptognem. 

S ke p tks may ask, 'Vhai aboot the nosy dscniBsdt who 
fust grt up and talk?" ff the mafonty of fodr^oalj wonld ie> 
fiam from ‘^pirt gcttfan; up and taDang,* the world would be a 
happier place In whida to lire. There rijonld ilwayi be a good 
Tctaon for making any t pc ech and the tpeakcr should make 
the best possible me of his opportonity 

This bod: does not ofe a magic formula for qiec ch prob- 
lems. It doesn't present “Ten E*^ Lessam"' whidi gtmanteo 
to ntsc tnlancs Immedatdy to prodoce star talesmen, oc 
equip hidmdQals to be “the Ule of the party " Ndtber does 
this book offo suggBtkms for Irerrtlog the child or adult with 
tpcech defects. Ilefp for defects mch as ttuttenng or chm nk 
hoarseness dmold be sought from qualified phyddbns or 
tp cech th eiapis ts. 

In order to tpeak more caiQy or effeetiedT lemeinbcr that 
every time you talk you ate opicsiu ig idets and f ee fl n gi 
orally Yoor tnormug greeiltig to a ntighboi, yoor conversa- 
tion on a bm oc tnfn. yoor tdephonc calls, )-Dur icfortoal coo- 



Too Cm TA 


Tcmtians it the londi table—oll tb o e ite ipeccb Dhabons. 
The parbapcntx, you and tbe crtbeis, ntt tpcaten. Yoa as)>- 
ally Inve do fen oi w>mplfT abont mAr mdi dicaniv 

rtmcta. Wby then fear “Ibe pobbe *p«di7" Paibc ipeakmg 
b nmeh Hke my other qjeaHog. Wbedicx ft b one pmon 
apeating to iDOtber, or one penon epeaUng to an i twhmce of 
miThom, tbe problem and the p m pe ae ne itill to camimmi' 
cite ideas dearly tod eSectnrdy 

A itodent m a ceflege din recently isbed. “Wby doem t 

fnTlegff adm mk triHg n re q rrirp •!! tcadieis tO tlbc I COmSe 

tn pnbbc ipcabmg?" Thb n a good and tan gpcataon beta oie 
all who fare lodtences dtonld be to do tbe best }ob 

possible. Most teacbeo, bovereg do not need more bahirag 
m public speibmg. 'Ibey sim p ly need to apply common tense 
to pobltc tpeaUng sitnabons. lodeed, tbu b all most people 
nei^ to make beto speeches. Mom talks fail and more prO' 
grants are cntkixed becanse of thb faflma to apply coanmon 
tense than for any odter reason. 

Tbae n do d^ to fear citber ctnabon or t peerh for there 
b tn antidote to Rich feii. This antidote b knowledge and 
gpcnepce, wfoch promote coinage and sdf-conSdepce. We 
may nerer completely overcome onr fear and an^efy bot ire 
can learn to cootiol them. We ibonld not nrd w Mtimflh» onr 
tdres or om ibOity to apeak wdL 

If we vonid do any {ob better, we thonld have confidence 
fai ot mclm and adeqnate knowledge to p af o no tbe t*<V If 
we would talk wdl, we ibonld develop and ttse a positive 
s pcikiQ g personaHty Otben will possess and ibow confi- 
dence in 03 only to die degree we posses and diow confidence 
inomsebes. 


1 ETer)tJDc has Ideas and dtonldcxpcea them wdL 
2. Speeds tmrdng fa araflablc. To be effective it ihoold 
bepracbcal. 



TOO CAW TAt* irill. 


3 PoUic iprahng a cn crtmtfoo of coomsatkn. A pob- 
Hc ip eecb ibould be ptiopcd wrtfa jitoftioo ind ukS- 
eDceiomlod. 

^ If yoo lave ccnfidcoce tn yoouelf tod cntiiiaitnu foe 
ytror sdbjctt, tpplj e onmwm sane, tnd presenl ■ poSH 
tire ipaking pcrjmnliljr yon jjted late no for of pob” 
licipaboy. 

5 Yoq can talk oreQ. 
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Whcrt Make* a Speakw Effective 


You c«n be a den md c ff e tli r e ipealrr if yen follow liese 
toggesttOQ*: Oeode oc tonMdlusg worth i*yre& orgartke for 
« ^m^i e ae cod with t pltn, pactke with tix awheoce tod the 
ocdsUYn in ntfriit , gad pr p^ ni i wiffi • of comnnnocation. 

D«(Ua oo Somtbbv Went) Saytog 

Chapter One potob oot that yoo ihoold lUi r e to be a gena* 
be, pleasant, and enlbnibstic penon. Yon tbonld be mter 
cstcd b what other pcopb fed end thmk and do Yoo ihoold 
be awe of how jour i^htde cod cppecraoce, joor ideas and 
fcdbgs affect &oie you meet Remember, too, that your 
reputation befewe yoo. If yoo believe cod practice tha 
phikaot^ piT^Uy be re g o es ted to mate poblb 

taOx WbcQ yoo ic cel r e sodi an bvitctioo, mqnire of Uk per 
son who aiiid you what be would He you to talk cboot 
Often bs answer wiD be Hat you can talk about c iy i b tng 
yoodHc. 

A person may suggest but be should not assign a subject to 
you or anyone else. Yoo are lie ooe person b the world who 
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hiows bat on idat tnbiects, or on what phoe of a mb^ect, 
jra art gnliEtd to spai. Yon aboold tall aboct tbe topia 
wHch tie vital, important, and iotaatxa g to yoo, thoje do*- 
ext to yom beart and to yoor own ap erit u ce. Comlda the 
topta yon fed deqdy abc^ aod arc eaga to thare with oti> 
en. Indode only thoae yon bave earned the ngbt to talk 
about 

Remember alto, the text of a good sobicct h not alone 
whether it tntaati yoQ bat wfactbci yoa can make it of mter 
ett to othetL Be coaSdeot that yon can choose any mbject 
from yoor apeocnce and convicban. Then, with proper prep- 
axabon, cm make that tiib|ect mtaatlug to almost any 
audience. Thoe is oo xoch thing as a dull sobjcct; there arc 
only dan cpeafcen. 

Decide early what yoor topic wiD be. Not ontil then can 
yon ideet yotg matenal and oigmixe yoor thmbng. Don t pet 
off the until the Wst nthrate and rash into the 

speech sftoatioQ tP-pr qai e d and Qhct-caae. Spesid yortr time 
prcparit^ rather than poemt i na Un g. WUh the topic deoded 
yoQ are more Ukdy to Usten and to read with an eye and an 
ear to the qneab^ *71ov can I oae this material in my 
Speech?*' At the same trme yon will go back into yoor experi- 
ence and coovictkna to Bnd a p propr u te material Pcrfitpi, 
the story of Henry Ward Becdicr arid tbe yonng dlnnity sto- 
dent will best fflastiatc this tdvfc^. “DociQt," said the sto- 
dent, *1 am planning to enter the ministry The one tfimg 
that U worrying roe n bow long 1 should spend in prepatiog 
Qty sennom. I cii ; oye d yoor senaon so moefa tMs monnsf 
that I thought if you cu^ tdl me bow long it took yoa to 
prepare, I would have i better idea of how itrach bmo I 
should use in pr e pa riog a sermon.* 

Dt. Bc ee b er smiled and said, *Yc«mg man, 1 hare been 
preparing tbe senaon I gave tha uwauin g cvm since tbe day I 
was burn." 
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Oryoeb* for a PvpoM <»td a Plon 

Afte the niliject has been sdcctcd and ymi have t idea 
of whit yoo widi to say yoa ibooW oigmiie yotir mataial 
foi I porpose and with i jim. Yoo do lo to hdp yoondf and 
the aodicDce feflow the tdh more easily Have yon ever talked 
With a ittti, tmI then wondered aftowaids wliit the discus- 
ticTp p1^ri^7 Hare yon attended a meeting bstened to the 
speaker tor some ynd then tett wondering what was the 
p m peoe of the talk yon heardi Have yon em st m a class- 
room and tensed that the lecture was foBowing no set pat 
h>m^ that it lacked tmity cobcrcoct, and emphasis? Have yoc 
witdied *Q andieoce shift end sqmira as tt hstoned to a 
speaker ranting at great length on • nomhci of thir^ none of 
which tl'*^ np ^th any set plan or objectne? Have you won- 
dered when a spe ech wooH ever end? Have yon saised a cois- 
clndon in a tilk only to bear the speaker my *}mt orre more 
thoo^t?” Have yon a a talesman fdt that the c us t o mer was 
thtolowg of yoor co mp etitor $ product? If yon have ever had 
any of these expenences aod hoped to disetwt how you cooH 
prevent the tame thing from happening to you, yoo need 
only oi g a nii e for a purpo se and with a pHn, 

Too many cooTetsadont, lectures, spee ch es, and sales talks 
are poorly j^tmed and lack objcctnes. Th^ have bttJc rea- 
son for heing— sire as “something whidi has to he dooc.“ 
They seek r» re s ponse because they hr.o no purpose. They 
do not satisfactorily answer the question, *'Wbat can my audi- 
ttce do about It?" Yet, every spee ch situation iho^ be 
pbrmed to answer that baric questkm. No two taTVr can be 
exactly alike and no two spe^ situabons can be entir e ly 
analogous became no two audjcocca are ever the same. Peo- 
ple s needs, interests, aod backgrounds vary An audience wiD 
listen and respond In different ways at di ffc i e nt limes- Even 
the same peo^ become a different audicoce depending upon 
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mtcy ta c ton indictfaebocr tlK vmHktun, (hnxtion of the 
mcrtfag, hunger fahgoe^pRihkmstt home, tnd brother 

Each blk, then, dyoold be i^itsDcd to ineet the oeedi o£ the 
kidmdoal] n yoo (kc them it a paitkaltr tfme md nder ft 
giTCB let o( c iictM ta b m ea . Etcs ■ tdepbone e un Te ui boo 
should be aobopstod tnd pbrmcd foe. A tnrmif nl n l e mun 
(todia each costoxoa tod a bIcs tall acconhog^ If 
joQ wah to be an e ff ec ll re tpealec, you mil phm at mady 
and adoqmtdy «s you can. Yoo frill yetfJie for yoor pcrtlcn- 
Ur fodiciKe. If yoa doQ t pUn nai ptejne, don't tiH. 

The OfgnuatKra of sptx eh mateml tod the phmrrfng of ft 
pobcoUi q a ee ch sitmtkm can be ctny acd with the peintnig 
of a pchirc. The arttft has a scene or a face oc an idea in 
mind end widtes to pot it on caons. He ncs point, oil, and 
bntdieL Hs finished pt o due t rosy be eshOnted, tc^ Lea#- 
mtd foe t lifetime, or a i yjytd for • ipcancnt To acce unp hsh 
hU obtee b T t the sstA vatx great cart in adcctisg ^ righl 
paant and bcTEdux. He pbees tbo caaras wbee tiie Ugbt is 
best He may spend boms tailing coloa to obtain tpeeb! 
d>ades for a eertatn pert of die poiiiting. Days and weds mar 
poa before the fini&cd prodnet is tatisfaclory Hh pode in 
hli work pr e r eut i him ficm doing a c ai eftn btinic^ or erode 
)oh. 

One wbeipcds tbo creates {detmts. He has a atoras— the 
aodjgice. He has parot— noeshdary He has bnafaes icp- 
tence i tro rt are and gcocol spee c h nunog Whh dds eqn^ 
tneot he. Hie the artist, can create a masterpiece. He can 
ntOx pktnm with words whidiregbtes on the ctnrosof dm 
andlcux Tnmd. These word pfctniei can lUcwoe acS an 
idea, can be tre aro red as tho^ts worth Tcxaetobexing, or 
can be CD foyed as a living experience. 

How wcedd yoa paint a p k iure with wotdi? Can yon crC' 
ale a marter pm ee as yrm *piiDt yonr picbweT" Oof expeo' 
CDce wfih thoniands of men tod wamen indkates that many 
a pdoterof word pfetnres, If be applied the same techcdqoe to 
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f T i m rittt he doa to hb stsDenciv woold proceed lonitwlat 
tsfdlowt 

He 'ircmld pbce Ins onns where the light waa the poorest 
He would hoy of of all colon before he faiew 

whit shtdci ho would oecd. He woold lave iB bods of 
hembet. He wwild pot a brodi in eidh b netrt of paioL TTien, 
be woold n nv ey ha ctnrts, gab the hmdlc of one hrnsb, 
ibot ha eye*, hnrl tbe bcrtib fn the genoil dnccbon of 
tbe canm. He woold lean down again, *me anolba bnah, 
md repeat the opecahoo. In die cod he woold hare osed tbe 
bmhn to spftsh paint oo tiie'emvas hot he woold not hare 
painted a pfetme. 

Yon tboold avoid a “ilap-fl-on^he-canvaa" ttdiniqoc when 
|ifaTYf<tt>^ and n n ^md rtg tiTW, Somchmcs c al ra effort ffionld 
be grren to the adectioo of ideas, vocabolatj and s enteoer s. 
At odxs baa a tonple qwesdon may call for a qoKk and 
rimple answei Yon AooM phn ytair ipeet b puipcee and o^ 
p Ti fap- ytcb materali widi tbe antimet, bst ottasion 
b mold. Yon dioold abo he fiolUe eno u ^ in yoor planning 
to mahe when new inlonnaiion becouig 

artHaUe. 


After yon have deoded on yonr subject and have organized 
yoor ideas e ff c clivd^ the next stq> b to h^m to ptsebee with 
todieoce end occasion In nnztd. First go over the enhrt talk 
to get the fed of the rt i3 h«ibT Know tbe rnarn parts wdl 
cnoQgh to fix them In scqneocc. If yon are gomg to speak cx> 
tempoixneoQsly me notes in tbe rmhat phase of rent pr wtV e 
hot by to look at them leas and less as yon contmoe. STsch 
p ractice thoold iocretse yonr astnmee and confidence so 
when yoo give tbe speerh. yon wiH remember all tbe ideas in 
proper order. Use different U n g iogg to e qa es s the same j gi-a 
so that yoor dchrery win not be come mechanical and nrAn. 
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to f trin g. Don t overdo jmr p rx di c e to the pdot of memoifa: 
tDg)oaTtiIk. 

Wben 70a bxre fixed tlie acqocnce of yonr Idcti tod do oot 
Deed to on DOtes rime jxna talL Unless yoa tore grett 
mpeik iK re , jtn wQl probal]^ be nmUe to mttdi yoot time 
Urntti ooctij A s p eech triocli nmi • httlc short b better than 
one vhtch nins ov altn se. For radio nd te torn km presenta- 
bODS the timing most be “od the DOte.” 

If jroD «re locijr ewmgh to fed that yon ire "ready to go" 
two or three days before yoor spee ch u doc> f orget it nntil the 
day of the talk. Then, jto It 00c more dry mn. Bat remem- 
ber that the beat of pUtis aome tim ea go wrong and be dot 
to whatever may hip^ between the end cd yoni preparation 
and tbe end of yoor proentxbon. Practice yom talk with the 
lodieoce tod ocoskm in mind bot be ready to adfost is 
tire ririatkOQ dantrak For ocsnple, there iray be mother 
speaker b ef ore yoo on the program- He may teO the funn y 
story yoo ptaooed to toe to intiodoc e yom talk. In soch t 
ease, tae one of the iltomte intiodactiom yoo considered 
w be n yoo p r e par e d . 


The fomrii and final point b that the talk sboold be pr o e n ted 
with a sense of cormnoiikitioo, daedly to the mdimce. You 
sboold cstaHbh from the start that yoo want to be ra dose 
touch With yoot mdicocc, tiut yoo i p pr e d ate the presence 
of each person, and that yoo act^ coopcabon. Thb 
mans direct eye contact with each pasoD and each section of 
the todicncc Many tpeaken fall to be tffcctire b ecao se they 
do not lord: at tiie people to the au di e n c e . They gme Tigady 
tow ar d tire clock, walls, or cdling. *niey seek tospfration from 
the floor from “somewbere op there," or from out the wfn- 
dow They are not effe cti v e speaker! b ecao se they have ftOed 
to Tccogtoxe rids simple speeA guide* Look at the members 
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of a« fodkaice sni talk with them. It ij do wtmdcr that ind*- 
i‘WT»< become doi^ and mattcDtiTe when ipeaken nc indi* 
ltd. Kigbtiy ot wton^ sndtencca cendnde tiid the apeakex 
t care ihoot nnV<< be talks directly widi thexOt 
Tw^ they are tile ones wHo ntest ic jpond to die ideas ind fed* 
fogs pecsextted. 

A direct tnanner wiD also pcnint yon to tdfnst your response 
to the response of the andioice. Yon can sec what U gooJf on 
and can do tfgT><-^MTig ibont it. When people «tT*m forward 
to bear yon, spok more dcady at stioogjy Project to tiic 
rear row ard those hi front w31 antomdically bear yon. 
When the audience does not react with the to^ desaahle 
cgTOt Rsch as nrtAbmgt of tbe bead, or o th er mdica- 

ttoeq of ttte D tfT en ea^ yon ihoold respond by adapting yoox 
ma te da L When £itnrbxnces deedop, donl ignore tiiem. 
Re cogniz e them aid try to aettie them before yon conbnne. 
In <h^ think on yonr feet Snds t tc^ionsm; and flenTJe 
warmer on the fhtf o t m tiiowi yoQi g pjuiu e tense of com* 
nmucatioa. It pomb np your dedit to aerre tbe needs and m- 
tercsts of yom group ntd rereals yoox ^e aiu i e m HTWrig to 
them at this rrme on this snbject. 

Yooi presentation becomes efts tnore efiecthe when yoo 
radiate co nS d eot esjoymeot of yoox opjxntimi ty to ipeaL 
Yoo ore fnodly e arii a t tod show keoi appre dation fm bo* 
ing isrited. The t re a ge todlesce rt^xrods po nil r dy to this 
appr oa c h , is gbd yon came, and is williiig to cnp^Mer yoor 
ideas. 

When a speaker does not enjoy talking to an atidieDce, he ts 
apologebc in manner and indicates that be ts not doing the 
thing which he prtfen. He fads to enjoy hk opp uUm rty and 
often bores erery o oe. He has reduced his idf*con£dence to 
tiie lowest point, fens cnttciim , beta will penrec, and knows 
nathcT his hmitations nor his poicnhahtlea. 

Some tpeaken talk as If the effort were too much. They ap- 
pear wooden and nnanlmated- They don't gestorc or smile. 
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ollio miiiJc foldc for good ipafaog Avoid my jiyyfcal 
•ebons Ihrt dutnet from what yon «re 
The ccotkon ■gTntt- dtfbnctiiig manoensms does oot mem 
that jpon arc to lanam j^oed to the spot from the start to the 
finttly of the t*TV Soch sttfrocn mi^t only increase yom ptrt 
f inili D Q TO lBD CC OT pl CVeilt yOD flOflj IDOTUlg 01 gcib w l r j g IS 

yon ihonld. Yon most feel snffioenfly fate in g q t me , stance, 
cod m oTement to do whatever the fob ictptncs. 

Who) yon really conconfrate oo c o o n i nmc a th' iii, ymi ce 
far more Htdy to speak with poise and a wimaT , 

The proper con^ of voice and djction u the next ftsmtiil 
for connnonicatioii. Yoo ihoold stnre for 

optfrrram nse of yo ur natnnl voire methamsm m order to 
TTiiko the most of yonr vocal endownrents. If yoo rnrorse the 
Toace, the may tfre yem and annoy year Intencn. Use 
yoQT voice as a skilled orpnfrt nogfrt handle an ensan. The 
oc|;anist does not poD oot tQ stops and hlaxt the aodjcace 
with nnr d s ted sonods. Rather, t^ Dots are pbyed m te> 
qocncc, on key with the proper force, and m a p p rop riate 
teri' p n- The rc^t IS mtiSiC with an appeaUn^ form and qual- 
ity Jnst so, yon as a speaker sboold maita each sonnd in 
the words yon decade are worth aaymj Blend them with the 
pitch, vcit^e, and rate required for paranmg. Avoid the 
deadly monotone. The qoality of yonr ddiveiy tells the andj- 
enre how yoc feel tod reveab yom enjoyrooit on this occa- 
don. As someone ptrt h, "Yonr voire is you.” Be sore that peo- 
ple have a chance to hear it faom yon as yon mean it In this 
way your vocal control becomes easier and cootifbates to 
yoor sense of commonics bon. 

The nse of proper dicbon, indndinf' the choree and pro- 
mmeistion of wor^ »dds to yonr efieebvenen in fnm n i nnL 
catkn. Yon 'ocaholaiy should be •dcqoste and jn ifi ie . Be 
sure yon nse words which yoor awhence ondmtands. If yoo 
b ec o m e too technicsl, jon may speik “over then heads." Do 
not chance fneffcctfrencss hj osins too Im i rfM t vocabnlaTy 
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Tbcie are inoic ttxn 60Q/XX) imds io tbe A n K3 kn* -Et^iA 
hQj:aa^ fmai «4iid) to Aoost. Mja]7 college gadmtei or 
bta foatm en hair a kocmio^ of tboanndi of these wcnlL 
yet DSC only a tmaH portkn and tome of tbcse Inexactly Re- 
£ie^ yonx mentccy toi regun comm a n d orer the voidj joa 
alrcaify know F.xjgrxl yoor wo ikla g Tocatmlaiy by rtgols 
ttody Tbe cezrent edMoQ of a ftxadiid dktiooaiy cod a good 
thc aiufui thoold be tTs£Zabfe fot yon. Soch l e f creo ee books 
can bdp yOQ to derdop a wider and moio exact TOcabdary to 
express ytmr ideas. 

Speakers joroetoea become addicted to pet wtsds and 
phiags which are cood to describe eroy capcrva ce . Two 
casa in pomt are the words ^okc* and "get'' Some people 
say' It Is a nke day It it a nke book. It b a nice bat It U t 
race baby It was a ckc hmefa. He is a nice fellow Sbe b 
t nice gzd bto tie, nke party roes Msdwidi. nke morie, nke 
date, nke o%bt, nice car nke boat Ereiything from hot dogs 
to babtcs b de scri bed as "nice." Tbeie are rramerom words 
in the Amencaa-Eoglidi hii g u a ge which bare more erdor and 
predskQ than "akc" to deaCThe these expaicsxxa. Let s ose 
them] 

Some people mbme the word "get' in the same way Too 
hear a per son teH abont the actrritks of hb day m thb maiv 
ner He gets op in the monmq;, gets dieued , gds braddast, 
geb the car ont of the gioge, and gets to the office. ^Vben he 
gets there, he bat to get some letters written and then gets to 
see a fcDow When he gets back to bis own office, ft b tone to 
get hmch. While be b oot g ettm g lonch, he has to get tome- 
thhig from a store and then get bock to the office. To the 
af t OD Oo ti . be gets hb files devied cat, gets some tickets for 
the show arxl has to get off eady to tlat be can get home. 
Then, be has to get d n a sed becans e be has to get to the Jones' 
for dmoer and then get to the theato' for the creiung. FT* 
nahy he gets home, gets the car away gets c u d iuwJ , gets to 
bed, gets the Eght oot hot can't get to sleep. Incidents^ ym 
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pcolpiUy incnr many people who don’t botha to lay “get,* 
they fort t*f “grt." 

The tnbihhrtwn of f« “get* is typical of the erroa 
of pronunoabon made by caidcxs spa Vert. Good speakers, 
liovi- r ei nse pro n cDaatioo and aic c ar e fu l with 

then ennnciabon and artKolabon. 'Piey btokI thtning and 
nramhBng. They appcrmnutc the staodarf med by the edu- 
cated people of the regfcoo In which they live. 

p.»Tii n i « jon know some speakers who are ineffective be- 
cause of "ahs,’’ "ers," <n *a-ah" in their spiking. Why any- 
one ihoold want to add an “ah* or an "cr" noac to the end of 
any word is ptnding. Ho«Tet, people da To prove thu fot 
yoDTsd^bsta on the tmn or bi^ m the office or i rstanriiit , 
and count the number of “ah" or “cr" intmupbona in the 
cO D T w n tkm t yon bem 'Hie nomber of such “woid-whakas* 
may surprise yon. Resohre now to avoid soch mumbhog. 
Maix DO meanznglos ooisa in your t petth . 

Rathet, devdop a catrvg sab ooal msnnci which ^ w!fTTt^^ ^ 
you to pause silently betwee n pfaisses. Let each idet sink to 
be f or e yoo go on to the next one. only those words which 
carry yoor ideas. Make only those soimds you want yoor andi* 
esex to beat. Conembate on comminncatiorL 
When yon follow these suggesbons for proper control of 
voice and (bed on, yon add to your eScettrenen as a speaker 


1 Decide on something worth nylng- 

a. Use what yon know best and fed d>osL 
h. Start early 

2 , Organize for a purpose and with a plan 

a. Analyze your audleoce. 

b. link the desired response to the amhence. 

c. Flan 1 logical snangemenL 

3 Practice with the aodimee and the occasion in mind. 



30 TOC CAM TALC WILL 

L FixtbeplcnEtml^isniiDd. 

b. Rebccse tmtfl jrtn fed pcqicd. 

c. Be nadj to Adapt 

4 Proeot with t tone of c ommufTkafann 
A. BcdiiecL 

b. React to todieoce tcacboo. 

c. Be copSdent eothmartic, emcere. 

d. Ckmtid yoor plitfinMn manoer 
c. Control ytnrveacc and dction. 
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Acquiring Background 


Now tlat ym bfvc the bone toggp b om for speech dT ee ti ve 
nM, vbst ii the euiert way for )ou to become an effective 
q>ealxt? Thh and nbseqoetrt diapteo wiD show )-ou the 
jtepi m preparing yoarjdf for s p ee ch ntmbom fint 
step, coN'md m thu chapter iJ aoqcmiig botigrrmod, that is, 
Icamnig the s om ca of sp ee c h materials aod m what fonns 
they arc found and bow they are med. 

If as Di Beedicr sakl to the young dnunty stmlent, all 
youi bfe you hare been preparing what you say to others, each 
thing you have done, fdt, or thought ts potential matcml and 
gives you background for mabng a talk, kour task u to 
onalyee \oimclf make an hrrentoty of your ccpcnaicts, and 
determine *bat b most smtaHe for c om munfcaticFo to others. 

Sourw of Sp *»c h M(iS«Ttat 

Your own epeiiciKe is your first and most general source of 
material. Things happen to you in lire onhn a i) course of your 
life, whatcirr yon do or wireres’er jon arc. ^ou talk about 
these things in ercryday comcisaboii. These es-cnls and con- 
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w mli o m ne ittocmbeitd. Cnea cm intoptebttkn of pcd)- 
Bc i p o ho g » CD M^ntricm o( cointt u ttoo^ 7001 monofy 
m>7 be &ot^t of ts a ttonhouc of experiences 700 cso me 
ct ipeecb materials m taOcs to 1*1^ cndtaMxs. 

llte secpod somce of msteriail is w iiU e n mxttex, todtKbnt 
cverTtbisg from the dstria lo tbe conuo. Yon can atkl to 
TOOT store of InfonmtkicibT itadmc R^Dlaity In boob, ms£»' 
xioeSv urd oempspen. (loc4(WTtt>fl7 the Bible and the (bc- 
tkKm7 are two of tbe best boob srebsow Yon ibcnM bare a 
cop7 ^ CKb at bud for tiequ c ut cocsohatioa.) Modi of oar 
bxniledge a obtdiked from Utmtin e, and many of oar opht- 
km ere inAonkced b7 tbe pobGcetiom we read. Vkwposntx 
cn o onboreaal teoes ate fnfl u ep ced by tbe editor^ in dady 
newsp upea oc ve^iy niagsiinr x, Tbe effectfrc rvaia acds 
to bma^ faxs andastandm^. so be itad« sevcoi pepen. He 
itndki end analTza paints of view dflT tj ea t frm bf» own. 
He reads editodib cs veS m ipcet pe;^ cofomaiits es wtO 
•s i d m tbem eBts, btecaty terlem n iml as astrdogfical boro- 
aco p cA He oiabet ttme for ea mndi nadmf as pocnUe and 
tries tn bts ipeskmi to reflect wbat be bas learoed. Read, 
rlw-n, to obtafti ha di^i o upd for fpcaho^ More bn* 

portastly read to foct a se yom meptal cod emotiooiil motm 

Tbe foDowmg l uge e stfoo s may bdp yoa read wltb follei 

iuiitinl«n.T;T^j tvtffrrjn»*h»frrfmftrir» 

1 Read tbe whole adecbon for broad meanfog. 

2 . Determtoe tbe coitial idea ef tbe anther 

3 . StodyriicpcitsfocdetaBs. 

4 fVw nnn reypM ecpafcntta Wltb the ritfaoT*A 

5 MiA impwua tpe— gcatonobeoote-talrfBgeaxtg, 

6. Take tbM to tU^cmewbatyoa read. 

7 Bead for a perpose and fos enjoyment 

S. Renew for letentioo. 

Tbe third soaice of materials a projetms of pobBc tuterat , 
iodofeic erwjriilm from Sbabespcaie to Satebmo. Yon can 
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lu n eaae yoar fund of bwwlcdge by freqacnt attendance at 
kctnrtJ, concerts, and theater, and by regolar h rton ng to 
«r1in md television. Some programs are not worth time and 
attention, bot, with care, yon can sdcct worthwhile, mta 
and important prescotatioiia. Xom re f genc e to broad- 
casts and of nabonal poUbcal party conventions, 

Froidcatal icsshris oif the Umted Nataoos, and 

m rwin and evcDts wfQ atnke a fai'iiiloT chord and add 

to yoor cfiectiveDesi. Lonchean mcetmgs and bencpiets fea- 
ture tp-qVi-Tt who stnmdrte yoor tbinVing tod mfloence yottr 
opimoni. When programs of pobhc mierest are wed as a 
ao nr ee of t pr ech sdcct dUmininahn^ and hs ten 

carcfnlly 

Here are some m^gcibocs to b«3p you listen more effec 

U re ly 

1 Usten actndy to all that B {Meseerted. 

2. Concentrate on dte ceatial idea. 

3 Analyxe what yon ace and hear. 

4 Usten for etnpfassB. 

5 Fight distracbons. 

The foorth source of rmtffrkla b hard to pmpomt hot b rich 
in pemibaities. It b yonr own thwi^t p ro ct s ses . An editorial 
in a newspaper or u ta garinr may become a fertile source of 
s peec h materBls when yen analyze its contents, react to the 
thoughts expressed, and cotne to a condoson ahont the qoo- 
boo at bsuc. Too few of ci really analyze or do any con- 
centrated thinUiig about soch matten. Instead, opunons are 
formed and c ipi ea ^ hastily bc cjwe it i the thmg to do You 
should develop yom own conrmtions and be able to fostify 
them. Be independent enough to stand up for them even 
though you have to stand alone. 

You win find the natenah yoo need as a speaker when you 
renew your own experiencta, read widdy and in t ense l y listen 
and ohiCTvt *nth msenmin atk in, and thInV analybcdly and 
imagirutrvdy 
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TOD CAW TAtr WELL 


Foom of Spiwh ExprMilon 

Eipontion tnd pe matt oo are two rntfor f o i oa m wWch 
rpcech matcnal* may be expressed. Exposition, uidodiog de- 
scnptjoD and ormtwn, o Ae form m wbxh Infocmatwo is 
imparted Pmnacoti, lachsdmg appeals to reason or to ano* 
txn, a the ftmn m which • point of view or i vihie fisdgroatt 
o coorawrucalcA For mitxnce, expootion is represent^ fa l 
ttatement contaming only the tboot i bond nsoe (par 
pose, rnumj iostitutkm, ciKnmt to be oised, tnterot rate, 
p temao m for otaortnatiem) whereat, pciuaifa p is employed 
u} a speech coataicong ndoe fad^rocnti or esprinsifig a point 
of View about the dex^btlity of pordanns tlu boods (soeod 
as the Rock of Ciba] tar pracerds wiD be coed for the benefit 
of people, yoo can t afiord dc* to lobiciibc) \STth an oodcr 
standing of each of the forms and how tb^ m med, unjly 
or m cambuabon. you wfS bore a bettes bcidigToaxid for tiie 
ptepanhon of yoor speeches. 

Exposition means tbe actul tod nmple opboaticn of a 
sobyect by those wbo koow rt Consider that yon are pcs' 
scoting about a foreign land. Should yon report the 
chsradmstta of hixdscape or bundinji, this wooW he Cfr 
position bv desaiptioa SbooJd poo retount tbe typfaal day of 
a mbre family dlher the welridng dar c< parents or the 
school day of chfldjtn, this would be the me cf narrahcni. 
If yon identify the featmes of a bom* and tdl the story of 
how a fomny acted donng a meal, this would be the combfn*- 
bon of description and narTtUon. 

Eipodbon also mesm that the speaker can show and teH 
Iwu to c onst nx.i an object or how to cany oct a procedare. 
Soppesc that yotj a-cre cxjdafatng how an anesthetic b ad- 
miootcred before a tooth extractloQ. If yon were the patient 
talknig to your family cr a group of ftieneb, you might recall 
what happened to you from the tunc yon e n t er ed the chair 
probably spcibag of joor own feelings and fa nonttchnicd 
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>an gn^ If ^TJU WCTC Ihc dcotist lectormg to a grotrp of 
semon in dental idvool, jtm ^oold describe and demonstrate 
the procOJ of incsthesu, prababh jpeahng of the necc^Mry 
jtepj and with pceose tcmtmokigx Each apUmahon acnild 
be opcesbon to nnpart rafoimaUmv 

Pennasion, the other major form used to dndop speech 
matcnali. h defined es the art of leading; pcopV a* indn id(*ah 
or as group* hJ want co do «hat the rpoler wanb tncni to 
To be perroanve, me matcruU whidi will motnatc the Jiidi- 
ence. An nndeistaridnig of h u m an behavior a necessan to do 
tht< effectively and with this imdcntaDdins yon oiB be in a 
poaibon to adcct the ptoper ino i i v a bn g matenals to hilp ac 
com plah yoox task. 

When the appeal u pnroarily to reason (tha o lomctrmcs 
called nrgomcatation) pasaason deals with the mna of an 
miioo h^ pTOhten by one who adi-ocates a parhenbr pon 
tion. The speaker wants hu listenen to undentmd and be 
Leve in thdt mmdi wtat be stmes Id pjsbh Tl« spcjUt 
fborild stait with an accepted premise that can be hacked 
with logical mfertnee and acceptable cndencc. mcloding the 
quotation of reputable aatbontlcs and the alation of estab- 
lished facts. When the purpose o to change the bdicf of a 
hostile group or to remforcc the opinion of an rpathrtic aodi- 
eoce, opposing ponhoni arc anbapated, amwets arc pdamicd 
in adiTincc, and refntatioD k induded in the prtpared talk. 
The qnesfaon b anahred ai>d the mocs of greatest rniportancc 
In the minds of the listcncti arc dctcTmmcd. An oomple of a 
proposition some people are currently djtrtmmg n, "Re 
tobW That the United States Govcnrment should set a 
nuni iunn income tax rate of fifty per cent “ There u mataial 
to support dlbcr the positn-e or n^ivc side of sndi a rciolo- 
txm. The «tic pasoadcr would employ reason and o idence 
rather tfcm %-agoe icelmgs of like or dislike to support ho side. 
Some people bdicvc that aigu i u cDtabon (the po H tJ S i v e 
appeal to reason) a only used in 4 formal debate. A debate, 
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bowcvec, b a tens of i pec ch q on two lida of a question 
(a ffimuti re and Dcgatrre) with time allowed to both oda for 
p ie tau e d preacntaboos and fot lehottal A jgum e n tatkm oay 
appeal nnda many cucomstances. It nay be found in an cdi' 
totial, an a dmtu ement, oi a sennon. Frequently radio and 
TV pobbc sexvice piryaua feature speah^ eadi of wbam 
ctftes his position and uses prtmaiilT the appeal to TtBSon. 

People often attempt to derate q oestwn s of petsonal Taloe 
or ftztancsits of fact. Notbet can be aensit^ or prodbHy 
ddatcd- Thett it do way to answer such questions as, *ls the 
pen mi^faet tian the twotdT" or ‘Ha colttat cootribibed 
mote to manhiiid than agramltmrT" These are ro att eo of 
optzrkm and of valce and caaDOt he cstahhrhed, eren tbe 
words used canoot be denily defined. 

ObncKaly qoesboca of fact ait not debatable. StQl. we find 
aome orgnusatiooi cod mdrridaaU ddsatmg CDch quotieta 
as, ‘‘Resshred, That Los Aafelea s a bays aty tbsm Sew 
YorL." Either Leo Anykau a bays citytto Yode orit 
is not Oefote deridfrig, we need to know what is meant by 
the word larpm" If it it med to refer to land area, the fact 
m^ht be cw re ctly stated one way If ft o cned to ttfe to the 
nember of people, tbe bet niltbt be c oi rt tti y stated aaothex 
way Acreptab^ evUenee wotiU be found in a i t l o crce work 
which reporta reUable stati s t i c a of population and land area. 

\Vben flic apped fa pdmaoty to emotioo. you should keep 
In mind that human bdogs hove bdogio} needs and d^ 
Tdop w-fat bsbtti. The pcsoasbe speaker rtnjeroben tboe 
ftmkmental bases of bronas beharics and tdecti n ate nal 
of appea l to both, dravtng bom his own background of a 
perieDCcbut toting to the needs tod habrts of tbeandiaKc. 
He sbotdd nakr hh appeals aa coocrete, vital, and bpntwr as 
be r;»i , trying to catotional chords which will bdp 
aehJeve his purpose. 

F i e q ne nt ly meny of u ace mo tinteJ more by appeals to 
emotion tbam to reason. For esampl e, tnalyxe your re sp ooie 
when a w .iili csi has pven yoa dfacourteom a«l hattenthre 
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•emce. If yoo were gnided by leuou, yoo wocid late no 
gatmty or tt best only c tm*n tip. Yet, b eca m e yon hare 
grown •censtomed to bppag t stasdaid percentage of tbe hill 
(tnd became yon dont want to be thought a dbcapibate) 
yon ora xo me ntional ci miMk n Uom and kare a higer bp 
rtwi the w altr cn deserves. Amlyzc your behanor on other oc 
cariom and see how often yocr actions are in respo m e to emo- 
tfonal appeals. Notice bow often yon decide to b^ or go or act 
of appeals to yoor eroobom. 

Many loc^ natioail, and intonatiocal pn>l:km3 conld be 
more easQy salved if people woe toon nbooal and less ano- 
pflral in tbax leipuiiae. Bot for tocne time to come many men 
and women will be infloenced more by appeals tn emotion 
tbm by appeals to reason. The effective spea^ tbonld there- 
fore aopiire the bac hgi o iu s d to ondexstisd both types of per 
tu a sl r e appeal. 


L Speec h naterfal a denred from man y a o niu t s ' 

a. Ezpa>encg 

b. Wntten matter 

c. Programs of public iotoest 

d. Thought procesKs 

2 . Speech matttulb expressed in two ma)OT forms: 
a. Exposition 
1 DesoiptKm 
2. Narration 
3 Eiidaoatioo 
K Persoaskn 

1 Appeals to rasoo (atgamentatioo) 

Z. Appeals to emotion 

3 \Vhen yoo know them sources and forms, you lure 
the Ent step in pre pai mg youndf to talk wdl in any 
speech ntnatioo. Tr on have begun to ictjuirc the 
ground to talk wdL 



OrganWng for a Purpojo 


After yoo Ime •miyied yoor own bac lp o ao d and telectrf ttn 
appropriate aob)«ct, you ne ready to ftirt c ityaj^Ulu g tbe 
rpcccL T!>c step is to detgmioe joar parpae—wbat re- 
fponjc TOO seek from tl»e aodkaos. TiU orpnuabem of yonr 
nutcnali shcrald center aroaod achienn; tW cfeiiTcd rapo osa 
arid tints folfinhtg yoor t{:«cdi purpose. 

Spwh P'wpoM* 

Tlrtie sit gamsl tod speeffie speech p oi poscs, each of which 
mmt be donded. Most spesico have one o( two gcnenl pot 
poses— dlho to mfotm or to p ev adi e the aodicoce. Anjiaoc 
who liKS to impart knowledge to a penoo oi groap, or sup- 
plia data wlucb lumeoue needs to make a dcaskiii, has the 
gcDcrsl purpose to loiorm. A spealec who tnes to mfloena 
the bdW or action of s penoo or poop has the g e u e ia l pm- 
pose to pcnrodc. 

But there are as many different «pr<4fif> porpena 15 there 
are speech ntoabom, a flluitiated by the foDowinj rr^n pi f 
which *im pnmaiily to hdonn. They could range £rwn the 
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of ABCj in boAc i g ail en to ti>e apbrnoon of 
ttudcn physics at a gtadoatc seminar. TTic foreman hrtakiDg 
in a gro np of new cmpkiyees mfonnabon wfaxh wiH 
bdp the men do tbc fob according to company pndiccs. The 
nnbtaiy officer baefinglm topeiiot abonl a pfoblan hi tflcba 
or logishd must provide the mfonnation Wi semot officer 
needs to make the correct dccmoiL Anotha frequent case a 
the gas station attendant asked by a motonrt for the best 
rotitc from the lemce statitm to the de su ed dertmabon. In aO 
these <*«■*< the speaker iboold state his informatioD so dearly 
and cffecbvdy Uiat the listener knows what be means- The 
re sp onse soo^t in eidi case is that the hsteca understand 
exKtly what the speaker mtended to convey 
Sperifie eiamplg of talks sdudi are made pnnstrily to per 
tnade tange from saks talks to sennons. 71 k spe ech may n> 
chide nmi^ material winch will hifomt bet if the speaker 
intaids to tnflo<mar belief or action, his geneol p ur p o s e is per 
inasive rather than lofnnnatfv c It ia not easy to dim the line 
betw e eu these two daises, but a few aomplcs may help to 
danfy the datmebon. The lawyer tries to convrnct the luiy 
that his dlent, the defendant, u tonocent He trill the jury 
that hb dleirt was dsewbot when the enme was camnittei 
Thb mformiboii. If b eli e v e d , may cause the joiy to vote 
*7^ot Gnflly But giving the infonnabon b not tecaiuig be- 
lief The la w y er sc^ to me the Infonnabon to mflncnce the 
jtjry to bebeve and to vote hb way The insmance salesman 
trim to explain ha cot upan y s poboo to a client He gives the 
dicnt informalkm about costs, options, and rida. But gfvmg 
thu fnfonnaban b not securing adion. Ibe salesman to 
lead the client to bdieve that a parbcnlar policy gives him the 
best possible protcebon and that he should it Tbc Na- 
bonal Safety Coondl osa radio and TV pobBc scrricc tn- 
nouncementt to portray the dangen of dnvmg on holiday 
weekciMb to that lotcncn will aercase greater care on the 
bighvi-aji. TTk: announccmaits mdodc itatrsbcs of hi^way 



iD}Tiiia ntd daQa. 'Tlie Coondl bopo that tlm isfonnatuo 
win krwct the mimbcc of cwnattia. ‘Hx ad eutUt tna to ec 
^xin the cSecti of adding flooxfax to the watti fopf^ m fodx 
a wij that die T o w mlUp Board wtQ vote to foQow hb leaTiO' 
pcDdatioa. He may have to owco me the oppon ti on of lome 
vho art nTrirtfonaed or nadnfonncd ahont the bcngfity to 
be denvcd from radi t ttep. The P i eaidept of tbe United 
Stata in hb amnal mcmge to the Coagrew trta to ctnmncc 
tbe Vgoiaton that tbej dicra&d pas the Tneamna be tecom* 
nteods. In aB tbeae cmnplq die tpeater has tbe g eneral ptQ>- 
po«e to poxoade. Hb tad: b to prcfnit Us c*» >o dearij and 
effectj y d/ that tbe Bsteoert want to respond in tbe manner 
be detim. Remember that h "tbe art of kading 

peof^ ti iodMdoab arid as poopa, to want to do wbat tbe 
speaker wants them to." 

Tbese eo mp f ei show die diffqtnce between dtetwonsoal 
general p grp cri ia--to UfimB tad to peonade. Each b abo an 
IDtttttatteo of a sprrffic ptspose witbm tbe gencsal jaupoae. 
EveiT talk yoa make tbendd bate a ipedSc peip co e and 
sbrtBtj be to t de£nfte response. Yon are more 

Hkeip u) adueve tbe desired response ii wn cbooaejom tpe- 
dSc porpose wltb tbese qaestions in mbxL 

1 Wbst e cactly wooU I bke my indience to anderstaod, 
bdieve,oid^ 

2. How can I mike ray specific pmpose dear? 
Howcanleormncemyandience? 

4 Wbilcaarayan&ncedoabcctmysnbleet? 

Yon wtn be mote effeedte when tbe response yon sed: b 
t ffl icTPte, ap prop ro te, and bmdy with ea^ of tbeae terms 
defined as foOova: 

Concicte>-definite and specific yotir dlcnt to go to 
h i n eb vltb yoo next Wedoetdn at IZ o dock noon at the 
Unhenhy Chih. Don't soggetl, ‘Txt’i bate ktneh acuiKUiu e." 
Ask yotg aortttTicc to coctxbnte one sd^ a w eek or fifty dc^ 
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ko t ycti to Ibe Boyi* Chib. Don’t rijgat, "We oogjit to do 
tooKtiiiiig •boot (nvetnle ddmqoeocy ” 

Appropriate — md gppbcab^ Aak tbc PTA (not Ibe 
BiHe das) to dootte • TV iet to the public tcbooL AA 
the Bible {not the PTA) to domte • new cbalire to the 
fjimd>. AA the Ntbooal Edootion Anocstboo Coovtobon 
(not the Am wlf ^n Tmdiiig AsociiboiB Conrcntioti) to 
p tc pM c tecomme n d t t iom ab^ federal aid to edocation for 
coimdaxtkm bj the Twrt tetaon of Congress. AA tbe Arnen- 
cxn Tmchmg Asoebtioos Cenfenboa (not tbe Nabonal 
Edneaboo Anodatun ConmiHoo) to draft itconomenda* 
bons aboot a fedenl bi^tway consbroetkm program (oi con- 
ddaatkm by the not teaaon of CoogTtss. 

Thndy— Current and acuonible. AA tbe School Aa* 
leinHy fa the aatmrm (not tbe High School Ccainncoccmcnt 
fa the sp an g) to to tbe game and cbeei tbe tzam. In* 
form tbe grtdnatei tt tbe High Scbool CommcTKBPgit fa 
tbe i^Jtfag (not the Seb^ AstarHj fa tbe aobzmn) 
4rbat they caa cootn'bnte to Aeir ahna mater as BlmimL 

Anolyiii of dw Awdonc* 

Whit are tbe factors of tbe tp eech ntuabOTi which ]roo should 
tihe into account when jou orga giae for a purpose? To decide 
wisdy tbe deined re sp on se and the specific purpose, you 
ibould analyse both the arabcoce and the occanon. Realize 
that each andiciKe b tmiqoe, that do wo aodjences are erer 
the same. Your talk Aould be adapted to the parbciiliT todi* 
euce of the roomeuL You rmtet rse the fcmg talk with ererj 
group and hope to be effective with )-oiirllsteDen.Ralha you 
should analyze tbe people who am Ukdy to be fa your aod^ 
eiicc and direct your specific p u rpo se to tfawn For instance, if 
you talk for the United Fund tore fa your commtn u ty you 
Aould find Out fa advance who youi hs ten as wiD be and 
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wbct/ier they can hot gfrc time or money That is, tren »c 
tTTc and rtjcccofd] in bajJoen ihooJd be able to grve money 
bat might prefer not to pre hme to tn agency progam. 
Wotnen with nrodi Idnrre bol limited mottu ihoold be ibJc 
to give hme bot im^t prefer not to girt rooocy from tbefr ^ 
rotdy chained budget!. 

Someof the fsrtoanducb yon a&ocMconsidrr in theaoa^ 
<il of the fftu£er>ce are. 

1 Age— chOdres. yoemg men and munen, middle egedr 
(dder folia. 

2 Sea— cten Of women, nu nfa] or ctogje, maed gronp. 

3 Education— public achoolisg, unl r em l y attendance 
otfaertrahihig 

i MUSttry expedcDoe— facaoch of le rvfce , nni, achre or 
reacrrectititf. 

5 [ob ntadoo— trade or profenkn, owner or enrpJoTec^ 
in printe or poUte Ufc 

6. So^tfSIatioa-<hardi.doha>£pni}y nde bb wb ooA, 

7 Crvic cooce ma — charihe^ pobticc, coiucDOfdty leader^ 
ship. 

8. Pcfjoml itenJ—ehametec fioaocta, bobHei, health. 

9 Athtode toward rubjcct and porpose— friendly ladilFcr 
cnthoctlk. 

UnuHy joa cm a ect u e irrodi of this Infonztabon from the 
penon or oiptnitation inviting you to take part In the pro- 
gram. 1 on might atnfvc carlv enoogfa to vial troond town be- 
fore the mertlag. Yoa can chcet aanpupea and booh lot 
In fo nTa t fo n about the community cfganhatKm, and iDdMd- 
oiU fn the sodience. You can apply coromoa sen$e about peo- 
ple in gcnenl tod male on^heepot obaorahom »iu1c yoa 
wait yom tarn to rpeak. For (nsterec, if yoa are to addicts a 
sendee dob lun cheon, you cm seenre liteiahirc aboot the In- 
tenotkionl orgaDLortioa from lb bcadqmtert tod ioforrm- 
lion about the heal dub aranbcrihip from the Kcretuy You 
jrajbt pbn to trrive In the nwralnj. read the bcnJ ncw ipj per 
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bcDWK aronod lowti, ind meet ion>c of the manbcrj m tlmr 
placei of bnsmcis. Mort ccrtnoly yoo ihonld be at the door 
with your boat to greet menibcis and gueata. In these wov* 
yoo will maVe peiaons l obsetvatioia which can add » local 
to y oQT lemails and fill yonr pccaortabon with con- 
oetc, appropriate, and bmdy mafenaL Choose the most ptac 
tical waya fot each atnahcm. The nnportaiit th in g a not the 
way m itself but the mtxliDain onalyiis of the audience m 
advance of yom speech. Ee prepared to adjost ywn matesial to 
those who bear yoo at any given moment. Know yom Jodi* 
cnce and you are m a better podbon to achieve tout pmposc. 

Yoor inalym of the aodiosce should ioclode knowledge of 
the total program Try to find out what other ipcakcis and 
activltia ait planned. Try to leoin what tub)ects the otha 
speakers iriD develop and how your own pmentabon com- 
odes with, or differs from, what they pbn to ny Ycm ihooJd 
plan yoQi rtxnaiks ao that yoo will not cover the mme grosmd 
IS the other speakers. Th^ AooH they precede yoo cm the 
program, you will not be ro the poTitkm of many people, who, 
m Hke dtoabons, stand when it is then turn and tnirmhic, 
*^Vhat ft there for me to say? The prtviom ipeakos have 
rtolcn my thondcr" No ptcviom ipcakci can “steal >onr 
thondet" if yon have planned adequately \ on art irndy to 
address anv audience when )on speak ftosn )t5tir eipcricocc 
and comfebon. ^ ou are ready to speuL v. ilh a parbcul jt aotB- 
ence when foa loix anal)7cd that audience m adsTOCc and 
have adapted yom purpose *0 wlat )-ou know the group can 
do. 

The stOf) of a professor of speech in a Washingtor D C,, 
ams’ertity will illudratc how llic speaker should »PplT the tcv 
col Actors of onaliia flcccntlr he was asked to address the 
PTA m a tubmfwn school on thi. sp^.ccli needs of parents, lie 
learned from tlic «t(ool suin'tiiiUndcnt Hut most of the jar 
cnls IlkI clitklan mil) m Uic ckioentarv sdiooL llot the fa- 
thers acre mctktl;, "white coUk" wwken m Baltoi ore, and 
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tb>t mxDy of tbc pairob veto ceJTfge pvlaateL He abo w« 
toH ttat the paio^ bad teqoeated fee y to gng ii bcgcae they 
wntted to bdp tbcfr dnldien "ovcicoiite the ora] cfaildbood 
speech proUems." Amlytut; this mfonTUlk m ftom the Ky 
pc nat g i deot, the piofcoor was aUe to develop ■ smtaUe 
mexaa^ fot the cectb of those fn his aDcSeoce. Tltf connoents 
by parents dtmng the refre&mait hoar after hb talk made 
p of oM fed that be had a dap te d the broad sohfect of 
speech needs to die 5cxm| pare o ls ia this soboiban commo' 
oity I 

Be f o te the p i uf em w left fn knsne» W w nu, he ms asked 
\ry the d wnrnter y school puopp al make the nme talk" 
to a special nsembly of dfldicii and I7 the owm of a 
hemnesa In Baltimare "to die same talk" to ha ek- 
ploTces at a coaqaoj tntnbg leastfo. The p io f gsos dedmed 
both umUU oas "to make the same talk," csphtnmg that hb 
preaeutaboa tdd beeo especially demed with tnam poinii 
cod w'rp^'T*^"^ details to Ct the needs of Ihb FTA aodwract. 
Ho pomted cat to the prh^apd dat hb adrice was oe the 
lend of the egd od not on the lend of ckdl* 

dren. He n^ e tt e d to the enploycT ftom Baltimore that bb 
wpphtrt did Dot have nradt appUcatkai to sperdi problems 
la btmoesi Hower g , the professor i^ed for iafoambaei 
■boot each of thdi titcatkins and agreed to adapt hb matedal 
so that be coold mikg a cooaete, a f yrop ri ate, ^ tnndy talk 
foe eadi one. He tesHxed that a p ui poie most be Specific tor 4 
partkoln aodtence aod that be could not dchrer "the tame 
talk" in two other fihatioTtt. 

• Andtjnh of *• Occailaa 

As a speakes^yoa should not only analyze yonr aodkocc hot 
(to<fy each oc giJon in order to pte sc ul yom ma ter ia l cScc 
tivdy Jnst as no two aadtencra are cm the same, so no two 
occatinen cm hare the same set of characleibt ks. You i tuyiM 
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Oigiirfinij far ■ Pinpoie 
be twaic of fim mdqtie of tlie orgnnuhon, fiie 

iniftim, tod file phytial liywrt of &c place ^licrc yoo wffl 

Otbowue, yen enmot nabr eSectire con tart wiA 
yoor bstoKn. For ir ut anr^ , yoti dumU not mabe i des lilk 
to eoe cDStooKr fa flic of *n office in the tsme wsy flitt 
tn tnfhnrwT iroold maW tin pildl tO t monng ClOwd OU the 

Kflantk City hoeidwalk. Neither can yon plm a rntroi td- 
dr» nhcn yoa are one cf •cmal gncab « Vt d to ipeal brirfy 
A t dedicatum cc rc m ooy Rather, in ach case yon analyxe 
tie q i e ech occtrrm m a d f aue e and itlate what yon my to 
ahatyonEnd. 

Socoe of flie facton yon ffionld co odder in your 

tolysa of cadi occadoo are: 

I llctLe and Fbce—dEe and locitiofi cf the room m whidi 
the i p cech h to he made, poaible dotracbons from ad' 
facent facflftKn, FgbHn ^ aeomtiia, tamjcitme and yc3> 
dlation coett^ day or erenmg ma ti ng length of pro- 

2 . Speahng EqoipmeDt— pubSc additj* lystcm, tpealreil 
ftcid, tabed ptatfonn, d e cto ca] onlJcti, ipedal Deeds 
tod) 83 projector magDctic board, or Uaddxaid. 

3 Otiier Pioguin Fcatnrea— meali, nnme, party features, 
lefieffimatt, b onn e a t Tn ge h n g , other tpcaien— who 
they are and »hit are then tnbje^ 

^ Background— hiitory of the occasion, informitkm on 
the afms and orgamzatMo of Ibe sponsor, i n f nr rmh rtri 
about prenoos programs, iododing the names of tpeik 
enand^hat riJy «^ 

The analyta of the occasion partsdly OTedapi of the 
andtcnce. You as a speaker dio^ find there points of env- 
pham hdpfnl m nndentandhig the total t ptre b sibntion. 
Utmlly yon can teenrc mneh mformation from the pis Tm 
»ho invites yon. Yoor host tboold be able to brief you folly 
on the badgroiiad dements and the otiret program fcatnres. 
The person In chaije of the room m which yen wiD ijeak 
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JhooW be ftbk to tell you iiboot the time tttd ^Kt factwt 
<nd iboot the ipcaifej equipmort avillibJc to yea. If too 
hjvc Dot ilnady ipoten in this room, yoa dwoW ttr to truie 
a pcrtonal cbed of the liyoot «>d the ftpdpoicnt jeu will qjc. 
In oDj caJc, to fnlED the ipedfic p m poae that c aiga you to i 
cotue before tho poup be jnre yoo lave the let tip ym need / 
fm tfauipeedi. For batfocc, tiyoot the roomiacomticffnd,] 
if tvtaaUe, Ae pobbe addre» lyston. Deteraune wteie ywJ 
thoold itand on the plcthxm and hov loud^ yoo thtmld 
ipealc a order to be heard adcqoat^ wherever your hrtgneij 
naybcicrtol / 

The tm op m uo ti ftx a poblfc o&sr or the tnta 

tgerof the aoditommi n oiriaDy the poxn who can tbow yta 
the fadlitlct of the ettabhdrment to6 vbo can inform ycu 
what changa yoa may tfiake fn the tqoipcvent Yon dicxd^ 
work throoeb yoor bi^ and politely bat himly request any 
fpeoal cnxngcmcnti yoa rtqolre. For Inttapcr, note pads wri 
Iw dorable for the penary aessioa of a bade or ye^essicraj 
efDcatMSi t c opv CT tion. Aa^stant) nay be n eeded to pB 0 | 
oot mnpks of p t c i Ja c u or Utcatore hr > nta-taimof ' 
bip No Smokntg dgm and the reroovsJ of adi hays nuy be I 
ne cestti y when 6lmi ted Ghn (trips are to be ptojisried dor- 
lag a padoate senxhtsr If you fare any roch tpeonl tequhe- 
menti. tike the tesponaibfUty to tee that the stage n set to 
yoa can do the ^ab propedy The ananjeroeDls ch jJ mon or 
the mditonum manater wfll Dci-er know what too want im- 
less yoa tefl him Indeed, the room miy be let op hr a way ex 
aetiy the tqipoirtc of what yon done. The dam nay be ar- 
tanged la rows aaoss the leoglh ef the room, wberros you 
wodld Ifle jror lotcoers *0 ot la a dose drclc to watdi a 
danoralntian. Oi the hqwK bn may be <g)e«d before the 
end of TOOT talk, pcnnitbng some memben to go early to sat 
fctfy tbw Ibint and ditmfri your ptcscnlalwn 
You thouki eonsKlcT ibe bjcLpoonJ focton of the occa- 
stoa. Make yoondf coove na ot with the awa and organho- 
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Oiptufifng for a Pmpoie 

hA of jom program iporaoc. Find otrt wto ii Kkdy to be a 
1 TTvintu^ ot g guest flnH to be piqcit trt this m eeting Your 
“liiin talk" ^th people before yoor speech ihodd tcreal 
rtsdy IcDOwledgc of this gathering and yoor fonnal speech 
ihoold e ff e cti T dy Imt this occasion wrth the respoose yoa 
sod: fr om tini poop Yoa cannot go “cold" into any strange 
drcomstancc a^ sarvrre by yonr wits on the pla tf orm. TTie 
todience will soon know Aether yon arc to be with 
them and whether yon hare a message that is only for them. 
For t mhn^y, yon may be invitEd to reriew recent books be- 
fore a gathenng of the descendants of the Repobhe of Texas. 
Yoa honld not rnktaV# tins occasion for a gahesmg of a his- 
tonal tssociatkm m New Engbnd, where yon might review 
boob aboct Yankee progenftoix. Ratha. yoo ibooid lezm 
abmt the Rqrabhc of Texas and find oot what boob bare 
been dts ems ed with the group. Then, yoa should select bnob 
about Teaos betoes and events, p rcfeo tdy the boob araOable 
in theft local hlnaoes. Soch anilytis permits yoa to devdop 
yoQi speofic p ur po se vnth applicabon to the andicxice and tirc 
occisioii. In effect, yoa nuke the most of the sitoxtKm 

to cammtmkate wlat yoa bdfevc is most snital^ 


Orgmitt for a purpose* 

1 Decide what reqxjmeyou seek, being sure it ts con c re t e , 
app ro p ria te, and timely 

2. Dctcnnmc whether yoor goiCTal purpose Is to inform or 
per su ade. 

3 Dctcnmnc joru specific paipose bv analyung the aodi- 
cnce and the occasKm. 
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Orgonhlng vrfth a Plon 


Afttr ^ b*ve de t er mta e d )<iat ipcdfic ptopote nd cota- 
pleted jooT txaHytit d the jftoetiaQ, jcn at ladj to lapiilza 
TOUT ijj ee ch wi& t pUa. Most taSa trt cu pto fa e d end ott^ 
hoed with three loiin leetk a tt: the bttiodactjoe, the bodjr 
cod the coododon. Bot the tccbocis ere oot p tc pa itd b that 
ordcE. Heie it the plan jm ihertdd bOo* when 700 dere J op 
Tourtpocch 

I De tQudu e tod phate the cental idea. 

3. P itt ero the mafa pofnta. 

3 Choose the t upp o rti og catf ot h . 

A Plan the condosbcL 

5 Fbn the lotrodoctno. 

6. Oothne the Speec h . 

7 Cbcct; the tncQsilintt. 

Cmsni idw) 

Bdore 700 }oinp to the condtHbo that the ccxt h before the 
hone ^ibea the btiodactioa h prepared after the rest of the 
tpeedt, and/xe this order of peeptnUon. Yoa can do so by 
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coyi pilin g fee bitx odoctaon of a ipcjcJi to tbc mtrodnction of 
one pc oo p to tuotber Until yoo Vuow a man, yon cannot m* 
trednee Imn to anotbec Liewne with a i p eg eh , ontil 

y^ know ytntr speed), yoQ cannot introduce rt to an andicncc. 

A KVy. % boMmg, is coosfcrocted from the foundation 

■p. The foondation of any talk b the lesponsc yon sedc, the 
pwpojc you bare in going before the rodi encc . Yon begm to 
prepare by trying to be teiy dear m yonr own romd «adiy 
whit wcndi win rifk.* die pur pose dear Tbeac words foemed 
into one saileo ce become thecenbal idea yoo wish to convey 
Almost any talk for a purp o se and with a plan can 

he boded down to ooe sentence. For caample, when the Prtn- 
dent of the United States pt ca cnis bis report on the 

state of the Unkm, as he h reqmitd to do bv the Combtn- 
tkon, hh pnrpcae is to infocm and he nsoaSy has a sestence 
ithkh apprsimates these words, *1 ewne before yoo today 
to report that the state of die Umon IS gDod.” (We hare never 
read a aari.eTice in tndi s report, whether the ccrontcy was at 
war or pac e , m pro ipe iiij or de p re sii on, which snggc sl ed 
that the state of the Unioti was nradi less th*« “good.’') 

Pofatt 

Whether your talk is planned lor three mi n ot es or t hi rty yon 
dwnld make clear whrt b the central ixJea. When yon bare dc 
tennincd this, cottdder what will be the T™ l n pomts. The 
mam points dionld bdp aeW e v e the p ur p o se by danfymg or 
es iqndm g the central idea. They ut key Ihongbli to be 
firmly impreued oo the mind of the andiciice. Br^nsc most 
people are not able to Temembei long Ittf i, the nombet of 
mam pomts should be kept as low as possible. Seldom should 
there be mwe than five, even if your taJk runs for an hour. 

To letom to the fflostratioo of the President s report, he 
might suggest that the stale of the Union b good for three 
main reasons we are at peace, oct people are prosperous, and 
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we KTC pTtjjjiming to w m d a L et te r fotuie. The mifn po&rtj 
Lad: op the centnl iden thxt the state o! theUmon b^ood. 

Here b to iDmtnboQ of bow to select mam points in the 
peonasivt speaking sitnatum. Assmne that you are asked to 
speak on bdalf of the United Fond dnnog its annual csoy 
paign. Yoq should not diacon the Fund pointleisly but be- 
aose yoa want the audience to take acttoo. Yoor por 

pose migbt be ooe of severaL 

1 To ask Tolontecn to wodc on the United Fund Commit 
tee. 

Z To ask for contobotkats of money cs sdr ice to agency 
progtama. 

3 To aik for bdp iritb pfam fw the hoast-to-bome coDec 

Whatever jota porpo*^ It shooH be clear in yonr own mind 
ii yon ne to make ft dear to tbe aodience. In plnming ynatr 
speech yon ought ask, *Wby ibonld uiyone contribute to the 
United Food?* The aniv.ea aeesn ckar *Tbere b a need for 
tbe United Ftmd. It b a practftal chari^ There wID be bene 
Ets to tmfortnnatea if we are socceaalnl. There has been no 
better way of raiafa^ money for duritable pu T p os ca . We who 
have riic nseans tre moraby obligated to subscribe.'' Tbeae 
answers provide the tram pomb for yoor speech. 

These five mam pomb— need, pocticalrty benefit, no bet 
ter plan, moral oUt^tioo— ore commcro to most p-TJoanve 
speaWg sihationi. They are sometimes rtfcited to as “stock 
Issues” or “stock mxm points." They need not be used In 
er ei y talk, but theu nse hdps to pattCT the oryinftabon of a 
spee d 'nwy also make it easkr for cm gndimeo to foDow the 
thoughts bdng expressed. If there Is not enough time to han- 
dle all Gsx main points, delesimne and develop the most Im- 
portant ones. Mlren you scfcct the main points, select those 
which win nuke the p ca tea t appeah In speaking to an aodt- 
cncc of Komrn nbout the Uented Fund you might doems 
only the great rictd and acd contrilnibom became of It k oq 
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dxnld hare tviflahlc of cxunples of needy cases and 

statistical Infocmataon about the letjuncmcnts of the agenaes 
which terre the ct numm uty If yonr audi en ce were made up 
entudy of men, the appeal of no bettei plan would be 
stn i u g g You TTn^ t pomt cot that all agencies are covered m 
tins one dcrc «tuI these will be no cthei loh ci ta tK ms during 
the year 

\VTth the aodaence arolysis in nnnd tdect the most suitable 
main pomti by aJdng yoorsdf these qaesbems 
1 \Vhit do I want from this pnrticnlax audienct^ 

2 . Hch? can this best be accomplished? 

3 What are the ctraugest mam points? 

4 When do I want this lesponse faom my a n dt ence? 

Mu Hi kit* 

The anra ea to these qoest i oos will hdp yon de te n aJ o e yoor 
^xdfic purpose, pbme yoor idea, pattern your mam 

pomti, and bring ytm to the idccbon of the supporting ma- 
tcriah. You sho^ hive many more mateiiils thm you will 
use in the t«n: U yon hare Bfty-frrc minutes of nutenaB m 
Tcserre for every fire minute* of the sp eech , you diould have a 
good margin of safety Supporting mitcdali indodc' Qlastia' 
boro, examples, facts, statistka. quotatious, compansons, fig- 
ures of s peec h, references to people, places, and thrngs, aodw- 
visnal aids, and humor. Anything r.hich helps detelop, 
darif) or ciplam a main Idea o tp cech matenah No one of 
the types of material ihonld be used to the ccdouoii of othm. 
In some ipcctha ill types are used, m othen the matenals 
art limited. Just as there arc no rales for adhng “go out 
and seU " so there arc i« rules for sp eech rrulcnals except ex 
penment wth all types, almuys sceimg material which helps 
occom pi nil your ipceffic purpose. 

\ou should bourvcr tdcc* spctxh materials whfch a p p eal 
to the forces mottriliGg tnonan bdovior the meat impoilant 
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ot wUdi tt velf-pioemtion. Any mstcoa] ivUdi appofa to 
bcthb or afety for tbe lhtgo g hU ftsoHj tod hb nieodt {$ 
idxttd to tfai* force. Sex la aB hs rnmfaboM ii cotxinhr 
hmdxmmbJ to erctpof^t hfe ihboo^^ tUt tppeal cm be 
tta} too nadL. O|ip 09 ed to health and safety Is the derire to 
tahe a chflttce cs to try tocDcthb; nev The dofxo, m a 
trial 0 * 40 .” b often rocoeatfol bec s ose it appeals to iIiIl The 
arrti^ *Nothh^ ventoxed, tsothfajj pined,” b also ^pfcal of 
bbs desire and b apphed best to yoon^ p e no ctt. Older, 
named indbldtiaU are tooie Wa^ to be naci^ tbiooth tp- 
peab tosafety and enrioo. 

Another tone to wfakh yoo can appeal b pog paat y 
Evoyone Eka a good 6ght, and acboa aptost dams, lu re ifl a 
dduitpsency or iotoleance can be tinalxted into a fi^t 
a giintt evd. Opposed to pognaoty b peace. Thab b a ste^ 
d^ in nony of ooi Ibex tor the qokt cottage, the conteated 
tolhanesit, the textfol TKitioo a%ty fnxD H all 

Other motxrabng torcea ire (the d esire to cot' 

ket, me or hoard) omaarty (the wldi to learn, explore, or 
know) creathrity (the need to vntea poean, ccQipoK a sym* 
phooy Or \ast bstfld wmetbing to the wttabop) belpfatoen 
(the desire to Hre tor the aamnoo good and te of aocrice to 
others) These are appbed^ to otott todividaah and thoidd 
be the basd for yonr ehoioB of sepporting matsoh. 

The destre tor state s is a tahly new term apphed to a force 
of loDg standiBg. U nt^es es «idi to Indr in the poUic 
eye or to keep Dp wUh toejooesea. It gbes m pride to accotn- 
ptolirocnt and makes m ired to gam the attenbon and re> 
ipcct of others. 

Some tpeaken behere that the esul fmtiSes the means and 
resort to eotmthfol or toiince r e ase of tbe mohrabag forces. 
Appcdi of thb sort art so ctetim o Tcfctred to as propaganda 
darices. It may bdp yon to Ttcog ais c them H yew itody the 
satgesttonsof tbelafritatoof P re j^apo da Aoalysa 
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L Name cafficg— « dcnce irtndi leids peopia to rate 
lodgments irifeoirt oniinmng ti»e evidence. “Bad 
mines* •nrh tj phitn rcactionaiy or ymnnaiy *ie tsed 
to appeal to hate or feat. 

2. Gbttenng genenEty— a device winch mdodes “alT 
ifhen only “some" arc farvolred. “What wonld ytm a* 
pect of anyone who attended that idiool?* 

3, Tiamfet— a dcnce whki assoaata somcthiDg widdy 
t e a p e tted with the idea the tpcahet wants accepted. 
Symbob mch as the flag, the chmch, or “hfother" are 

mwt , 

4 Testfaponol— a dcnce whkh crj o nfct s a wdl-taiown per- 

son with the pcodoct or idea and that if the ha- 

tenet fotos, he wiQ become as wdHihed as the pobhe fig- 
ure. 

5 FUn fcilb~a deiice to ixahe the ho^dy-pbeed ia&vid' 
ml ap p ear to be “a man in the street,” pst Iflx evetyeme 
ebe. 

6. Card ttachmg— a devkc w hich onpkiys deexpboos sodi 
as nodeutataDeat, aiinaou of rde^t fa^, or false 
testunony 

7 Band wagon-a device wfakh makes people follow the 
crowd. “Do it DOW became erttyODC u domg iL“ 

The behavior of mm is rooted b cmoBon a l factors which 
yoQ should midentand when yoa idect materials. Tbs will 
bdp yoa to pemode otbers sod to appreciate tbe rootivabog 
form tod appeals med to hxBnence yoo. 

Tbe following soggestiom apply to all sopportiif matcnals 
except aodtonsoal aids and bnst^ which are d iac mse d later 
m the chapter 

1 rPastratiotis tbonld be bmcly aod of c m ieot interest 
Refer to a per sona l experience winch octm red today 
rather than to ooe which happened a year ago 
2. Examples shoold he rdev^ b tcps c , and sigmScant 
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Mention an event nWdi qjoc am tM Iwcne town 
ntber than one wtndi occu r r ed tn a ranote onfamnur 
place. 

? Doenptions dxntH be nrid. Paint jont word pictures 
cdoifoBjr and dramthcally 

4 Stoocj thonM move npwDy to the poutt witboel ai> 
necccaiy detafit ourpefatioo. 

5 Statistics tiKndd be r^oetd to • common denomnstos. 

The totals of ^,000 aototaobfle deaths and 

1,000,000 mynnea anma&f are meaninglen to xmst pen- 
pie. The 6ftset do not itiesi the fifoiScsocc of the tc^ 

If the rromben ate redneed to a cemmoo deoom- 
foatoc, po can show a (atahty everr fifteen mimitet 
rrKl three pertom tojux e d in the tiro h tetjoues to teS 
about It Statistics thoi ledaced gnphic and 

Uupsssive. 

6. Quotatioos duoU be attnbeted to an anthortty and the 
aoaroe thonU be oted. Don t refer to an attUMth^ n 
*a wdthnovn men.* Name him and teQ the aodiaice 
why he is qnaUfied, gnVss th^ ahtady bxnv bun and 
ha btd giouud , 

7 CocDparuom ere espe oa fly cffe cth'e in expUanjg new 
maten^ When yon Ht<fi cme sob}cct tn another, be 
sore that the secc^ ooe a fisnflfrr to the aodtoice. A 
coapotisoQ of tvo onknown nh^ects does httie to dn 
ify the matter 

S. AH speech toaterfah ihodd be loec^ and concrete. 
Aroia (cnenfazatkins, gaesses, and indefinite ider cnees 
sodi as *TT>cy tty " *11 acena to me," *I *m not stae 
bot," "E»«yhody kiwwi,’* *Tfoo all know many ©am* 
ptes.“ 

9 AH matenali ihoeld be fntiodoced simply and dhectly 
tmng swi phrases as ‘Tor exampic," “to Hlcstrate,' 
“this map sbows.” Avoid wotn oct catproskms aoeb as, 

“I m renrioded of a story ** "Yon aH raaH the rtoty oC* 
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“If yonU pardofl the pe aonJ rcfaenc^" “Yot m*y 
DOt bdiCTT tirb btik I i wc aj it i tnic." 

10 The tratment of matemls ibooW be ncml md crogj- 
nil Don t at yDor own CD idet wbdi u known 
to be tomeooe dtc c. 

In addition to those chody discussed, scppdtmg toctencls 
todode oodiowtfnal aids, todo cs sound effects, recordings, snj 
fcrnd of dnwing, mep; 6®P^ diart, modd, object, movie, 
sbdc, or danonstiabon the gpoier cues to ose. Andjo-vrsml 
udi tie employed wherever the speaker feds that they wifl 
•dd denty oc mterat in devdoping c ponrt. For aamjde, they 
cie good for reprodocnig mmscal sd echoes, locating geo- 
gof^iical points, dmpiifTtng sets of tt a t Mbts, showing rom* 
pbaled maditae prodoeboo or orgamrehno processes, or de- 
isnbrag scientific or tedimcd nntta H o srcrg , ctsho-TUnal 
ods tboold be simple end ciect in design end neatly peepored 
00 sp propt tft e matenah. 

these points in mind when yoo me andio-visinl asds 
1 The rid ihcwld be big enoo^ to be seen essfly hy all 
members of the codience. If yoo introduce vour aid wnh 
the sentence, “I know jrro won't be able to see this, 
but," you do not have a lizgr enough rid, 

2, The rid ihoold be easy to handle. If yon take four or 
fii-e minolcs fussing ^ fmnUmg with thomb teefa, 
slides, phonograph records, or Uaetboard artangonents, 
your aid tJ inappropriate. If yon arc demonstating a proc- 
ess, yoo ihonld rehearse unt3 yon know you can handle 
the props and hasT the tuning 

3 The aid should attract the attenbon of yoot andicnee 
where yoo want it, when you want iL If yon pass out 
material, it ihonld be pce sCT ted so that each member of 
the audience refers to It when you wish, Don t reveal the 
aid to the group nntfl you want them to see it and tc- 
mcTiO it from thw view when yoo bo longa need it 
i TTie rooTO sbonld be chectod to male tmt yoc fure 
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tltc nrccmty bdlitia. Electdaty floor ctx£i, ct 
tamcai conk, tbamb facta, bUdkboard, emeo, cialk, 
poiata tcotdi txpo, tcreests, fmoDphono, pbooo g n pta , 
tape l ec onJ ea, profccbra — oooq o( tboe cxo be ^omo- 
tasA Dolm ym ht^ i mogM l (oc them cod cfaccfctd it 
thetast mfanitc to be tme tto one ejjc bis removtd them. 

5 The nd dioold be erphiniHi hefott {t is presented If tt 
is to be med for i cpcdfic poiot. tba be i put of 
tbe oncntitKHL If derc sre tymbds, k^CDds, aciles, or 
colors vhlcb ce menringhd ^ niemt code sboold be 
pren. 

6 Soicr it is neret i member of die trtdkpce, yon iboold 
not tilk to tbe isd Too funy ipcaheis tom tbm bods 
to the ipdicoc c, derotoig tbai ittenboo to the map, 
tbde. or bUchboind U yoa piice the nd between yoot 
sdf tnd tbe codkace tai talk orcr it or aroood it to tbe 
groop, yon ite mote UWy to keep good eye c mitact 

7 Tbe dd will asajDy "jo wrong* If there fa any chance 
it may do «a Tabes b^ out, plaster faOs doi^ hua 
bkrw ttpstants cnile at the wtcu g time-4o short, with 
n awfio-visoal aid. niytbuig that can go wrong osoally 
docs |nst at the most looppottmie momcoL Howtro, S 
yoa ire flecfble nd tfalntang on yooi feet, yoa will ad 
pot to Urn sod be pre paicd with an altn Dative, no mat 
ter what die emergency 

Aodio-voual ods, p r ^iat y prepared and osed, can be a roiy 
effec ti v e means of adding topportbog matenils to yoar talk. 

One otha type of ntpporbng matenals fa bnmor wtbcb can 
be toed to o p t m e attention, cre ate interest, and obtatn twfi' 
ence rcactxm (piicidy As a natioD we are a faQ4oving people 
and most of os enjoy not only tellicg stones bat IhteuJog to 
them. To be a racoatem fa an asset A wcO-toId Xocy can be 
raed for many parposes hi a speed! 

^Vhctber yon shonld nsc homor fa a qnestwa which cannot 
be settled antff yoa by It Kveial tfmes. Andience teacboa 



D year d I ot U will a inwer the qosbon. Hamer bas * place In 
jaetjaDy crciy tpeec fa, widi tie itservabon that tinda no 
iirtm n i i n r«>« jionld any tp eech be only a toccetnon of 
runny ttono. Hnm« ihmild ipootancooj, »wer forced. 

Ceooil hnmor bai (eveol damScabODS 

1 TTietnccdotcCirliamcrotattoty 

2. Tbegagor"m*eaaci;.” 

3 TbeponotpUyonwordj, 

4 Irony ocli^ttarcasiiL 

5 BadisquecB parody 

Hamor genenHy Endi exprtaaoo in Ibe funn y «toty bet 
tbc c l era tom of phrase, a t^bt twist to an accepted mating 
a deter comparison, or a light muati sc can also add bnmot. 
^Vben yoa me hniDcrota itonea, objove the foBowmg sag 
gesbom 

I Don't dag t ctory Into t s peec h . Make it a nahml ib 
lostabOQ of the theme aid amstdei tt a pert of the 
speedx. 

Z Come to the pobt of the story as qmeUy is possible. 
Many speatm fed that hi tdllng a story they most aa> 
bdUih it tnrir a long IntrodoctioD or needless cxplana* 
tkm. Addi bom ocariy always spoil tbe effect 

3 Don't bebboT the point ^ story is su ppos ed to fHos- 
tiate. If a story b n^ dor ema ngh to be noderstood as 
it b told. It sbodd not be osed. 

4 En^oy Idling the story 

5 Aroid stories in dialect. The effect of the story is lost 
if it offends the sensitmty of members of tbc tndieoce. 

6. Amid canned )okei Seek constantly to hire new sto- 
ries. Nothing IS so Eat as a poorly t^ story which the 
ondicnce has beard before. Marry stoiie which have 
been told before may be broogbl op to date by drang- 
ing certam detaOs. 

7 D^er stories ccu E iInln g dralogoc nth a c hang e of 
voice, both In rate and tooe, to indicate that more than 
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one doratte u tpeafcfng. Avtad “He aaid," 'The otber 
man end," "He aid." The *pc*ker who b» the ibiUty 
to interpret, tet, pan tomim e, ot dnmatlze will mnalhf 
rccoTc t better response. 

8 Avoid bnmudes ot the foQctving type: "1 tm reminded 
of a rtmy "1 wxnt to tell t little story I heard." 
Rather mtbe yonr story appear os a coheroit happen- 
log which fits logically 

9 Don’t me two stotw if one wHl do. 

10 S el ect the story after considenng yoor aodlence. Never 
rdate a story whldi reflects disa^t on any iodrrkiual 
— hu race, color, ot creed. In pohte loacty there is no 
place for cntit or volgadty so keep yoor stocks in good 
taste. 

11 Don t be dts com ig ed if the aodicrux falb to bo^ Ho- 
mot may Invoice an mw aid chnelie discernible only In 
the eyes. Some todMdoals mar bnmediatdy react with 
a loud goSaw Don t become opset with an aodtence 
because tome of the tocraben do not respond to yocr 
"homor" as yon npect 

12. Apply a stocy to the pomt yoo are trying to make. 
Don t sdect the story first and then buDd a Speech 
around U, Select the story only after the speech p oi pose 
has been determined and the bsoes detxled. 

13 Tdl wrthont ^jdogy a story which coma from yom 
own eaperknee or cooceno your own people. Avoid in- 
troducing the story with the dkhi, "If yooTl excuse 
my gettmg pcoonaL" 

. TW Candmlor) 

After joQ ha\p s el ect ed the sup p ort ing matenals vhkh art ap- 
piopriate for main issns tod Ua purpose, \oa hiM practically 
completed themrepoiation of tb* body of the speech. The next 
task is to pi e pi ce the contusion. The reason for a coudoston 
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fa to dnTc home y o m ' ccotial idea one more time sod leave 
ti* awiicocc with the {eclmg that the purpoie hai been 
•chlerei If yon tie jocccnfnl, the concltmon will dinch the 
yon Ii o ui the gjonp The condosioii taVei Jcv* 
cialfctnra 

1 A restatement of the central Idea. 

2. A nnnmary of the rrYa m points and a lestatement of 
the central Wo. 

3 A pica for tcceptoce of the point of view presented 

4 A call for immediate action. 

5 An inipnatkmal toodi which cmbodits the sprat of the 
ipeedL 

6. A combteatioD of these foratf. 

In pi e pamig the coodonon you ihcmld avoid abraplness, 
repetitTiTiico, or tnte pteasantnes. When yon come to the 
end of yonx speech, don t jnit stop bnt clearly mdicate by your 
TTOid and ounoa that yon have Wished Nesther should there 
be sevetol oningi Sorne speakers find it very herd to conchide 
so they use all ttiesc pbmet “In the last analysis" (followed 
by 3 more nrinntci) ‘Ttoall/' (followed by 4 rnote tnimrtea) 
then “One more point" (followed by 5 more mmntcs) and, 
at kmg tat the dmchex “Bot the one point I want to leave 
With jon is" (followed by what shoold hise been the central 
Uca of the speech from the very begnm mg! ) 

Do not end your talk with a perfunctory gnmt of the two 
words, "Thank Yon!" If yon widi to dunk your aodience for 
staying btc, for coartcoos attention, or for hs-ely respo ns e, do 
so and a pi css )onr appi ccfatkm. But make this flnil utterance 
as gracious, sincere, and enthusbstx as the rest of the 
speech. 


T>« lalrad’iKnon 

After yon haso completed the body and the conclodon, yon 
co nsi der bow best to introdoce the talk. The purpose of the 
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IstrodoctKaih threefold! to optnre ttteobon. to truote rotO' 
at m the topic, tnd to let the aodience bww Mh*t yoo pin 
to •ccomplak Howem yoo caoaot be nre of the *tate of 
the aodiem tmtil yoo me end face theta. Tbqe fa e. althou^ 
you pTtperc the rotrodoctum m adrance; jva ihoold be raiy 
to icrap d d a pRfra n appropdrte. Tboe tie m an y wayi to 
introduce t ip cech , the ooe yoo choose depends opoo the 
anahnn of die aodkoce tnd the octaswm. If yoti fed Rsc 
the Intenm win be tttcobve fieon the octset, go itisitht to 
the central idea tod bepo to develop the nmm pooitx. If the 
sodiace hn been dig ppqmted by the lonp«Toded ipeiher 
who prece ded yoo. it mzy be oecestuy to ic qp t ui e tttention 
tnd rexrome mteresL 

Mtny rpetken begm with « fmmy dory Tha H acceptable, 
pnmding the story &b the occaskm and h veS told. Nothiog; 
n Qatto than the hmsy itory which Ityt an eggt Doc t, bov' 
eret imke the hist fatli of the speech ftreoy storus tnd the 
last half tenom. It a better to me one or two toccdotca tt 
the start tnd to mtmpeoc the bebnee as topport is the body 
of the speech. 

Ftecrocstly yoo cto begin vrtfa • cocere italui i ei ' il of ap- 
prccubon for the o pp ortornty of addressing the gro^ Tiu 
a pp ro a ch thoold not be g i v e n troepthosarrtiictnv and you 
jhoold look as if yon were g^ad to be there when you say you 
arc. Sotnehmo yon can tie the start of yom spccdi to one of 
Ihc icrnaifcs ma^ by the chsmnan who rntrodnea yoo. Ref 
ermexs to preceding speakers help to identify yow with the to- 
tal dtotbos and are asrallygDod tttentio»(ctters. 

The bhodoctwo ibooM not be kmg. Many spcolen scon 
to take (orci’ct to get to the pomt A good rtiic of thomb ts 
that your bttodoebon shoold not take more than one tenth 
of the total tone allotted. If yon have twenty miiraha, the 
inlfodnetioo sbooW be complcicd at about the two nihnite 
msh. 
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Thi 0«ttn* 

When the maiii >ectiom of the speech have been looghed oat, 
b e ^tn to tsscmhle them in Ac owla Aey will be praentetL If 
youx prepaiation has f^lowed the pioccdmc rccnmnv’Twieti m 
this chapter yon will already have the semblance of an ant 
1m<», consisting of the mtiodoctioti, the body and the cod' 
dnsion. To cbech on the Vsgte of yom anangemcot, yoo may 
whb to nae a nmiibct4cttci system. A sn gg rated model ont 
Hue mi^ looh Hbe thlj 
I Introdoctkm 

A. Recog[tit>OQ of the chahman 
B Statement of a ppreoabon 
C. Fenny story 
D Statanent of central idea 
n Body 

A. Fast ptrin pomt (Ae first reason for aedang an& 
eoce response) 

1 Sob'head— Example 
Z, Sob-head— IBnstntkm 
3 Sohbeid— Facts 

(the Supporting matemh) 

B Second pomt (seoood reason) 

1 Solyhead— Danoostiation 
(the supporting material) 

C. Third mam poliit (third reason) 

1 Sob-bead— Vmnl aid 
Z. Subhead— Stahsha 
(the supporting materials) 

TU Coodtmon 

A. Summary of the main points tad lestalcmcnl of 
Accent^ idea 

B Flea for acceptance end actioD 
The oothne iboold ce n ta m the main pomts (nsnally wnt 


n 
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ten In complete tenteaces) cikI tbc t up portim n ut c na h (ts- 
naHy indKated by key wot^ or ptrasa) You can oollme Ibe 
entire ipcech or yon can lot only the bighli^rtx. The ontloie 
tboold not be comldeicd a oadess chore; ft b an effect nt 
(Oidc both for the oq;;tmabon and the ddimy of the talL 


Tbclart itep in tiie prepxnboo of the sobstmee of the speech 
b the addition and the chccddfig of bnatknii. These arc the 
bndga med to connect one tcctian of tire tiSc vttii ^ noL 
They ore sametm>ci Ignored tart arc often meohal for cian'ty 
The most fanportant tcanntloD b from the IntiodiictloD to the 
body If yoa fail to It that yon hare stated your 
centnl kka and are developu^ il. yoor ap dience may become 
confened and Tho shift froo) the body to the 

eoodafiOQ b obo hnporttnt If yoa are too e takaa wflh this 
tranniiott, yoar aodimcB may **op Prt m log wtib yon are 
stm speakn^ P joa are too ahropt onth jour trensBoo. they 
may mbs the fact that jon arc thi^h. The ttansiBons withm 
the body may be as simple es first, second, last, or they may 
be fauly inH inchide an internal smninaiy A good 

bandtian alerts the audience to the fact that yon have fin- 
bhed with a thonght and a-ant them to tom to another If 
yon chc^ the tansitloiii and find that the orda b not logrcal, 
yoo stiH bare time to rmremge fo that the spee ch b oigankcd 
with a plan. 

5wray 

1 Detenmoe the central idea and jAiase it into one sen- 
tence. 

Z. Select the main pomta, ttsloc b pattern Soch as stock b- 

tUCL 

3 Choose a p y top u atc and waned t u p pwtiu g matfrfa'U iyyn. 
ndenng motn^rting forces. 
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. Plmthecondniicrntodjiichlbcrtspoiucioaght 
Fin tod adapt tbe httrodacbon to cipbnc atteohoa, 
annse mtemt. and get to tbe pant 
t. Cot tbe speed} mto octime tooxi, mmg complete ta}* 
tcnca iDd kex ptma. 

^ O}cdctbetixii3itionstsk>^calbndgca, 


6 


pTGdtdng D«lrvery 


Yoo b>re ftradkd Um basic deia tctjdrcd la pl t nrtt n ^ tbe cos' 
test of « tpeech. 'Hic detipon to ^ rnado oov anjc eritt tbs 
ool plmc^-wbetber to write tnd tbco u ae m cri iie or nad a 
mannia i pt . or to ipcsk crtospoctoeouly 
Tbe ^Qice of tbe mctbod of dd j ^ tng tbe spee ch b gar- 
emcd bjr many Eacton, hot bjr and lar^ wbenem yoa cam do- 
IhcT tbe spe ech ategiporangTsoly joti shoobl do la 

Ttw bdaapefwiMci* %a >idi 

The extemponoeoQi method of speech pnscntxtioQ should 
not be co ufo se d with the hoprca a ptn method, Extenponoo' 
oa speed) fa wd] pstpnrd, aoequirtriy ooUined, tboroogbly ro- 
hesoied, but not wr i tten cb merncraed. Impromptu speech fa 
de C rered on the spur of tbe nswuent wrtiwet s pOT Sc pcepam- 
tk>o becKoe the tpeabet has been called oo onexpededly to 
tatswet • question or comnsent on a sabfect 
There cm lerera] nrasfffn which msfa tbe eztenpcaneooi 
method best fes roost occasions. Fbst, it permits you to think 
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on yonr feet md bD ipcik with a hvdj icme of commonica- 
bon. It lets jw adapt to any changes in the utoabon ‘between 
the Hmff of prepanboo rod the bme of pramtabon. For a 
ample, yon i*«n ent the length of the talk to 6t t program 

wfaidi is not nmniiig on tebedok. 

Recently a professional kctuiei was invdtd to be a hmd> 
con speaker by an saks dob He was told empfaati' 

caOy that he most finidi at or bcfocc 1 30 He bad been a^xd 
to p repare a twerrty-mimdc talk. Ahex the loodieon, wiudi 
ended at 12 SO the presidiQg officer inbodoced one member 
vho had attended a regianal ooufaeuce. His lepoct took 
twdre nYfnnte- Then a lepreaeutative from a t isib og dob 
was in trod ne ed arid was asked to say "a few wtirds." He talked 
for eight minotei. Two mcmbeis had tunivmaiies and one a 
btrtb^ and the ccanbfAed greetings, songs, and good wuhes 
took another ten mmotes. Tbe s e cr e tan y an mgent com* 
rotmication from the njbooal prexldait whidi took she mio* 
otes more. Tbeo tbe speaker was tetrodoced, and by the thne 
tbe fntiodocbon was finished tbe dock showed 1 Zfi, which 
gare the speaker two mmotes if be was to end his talk by 1 30 
As the d t a in nan fimtficd tbe u i t t oduciton, more thro half 
the membeisbip started to leavx. Most of them bal a p p omt 
meats which they coold not miss. They did not want to mter- 
Tupt by lermg dnrftig the talk. There was pist one thing for 
tbe speaka to do, and be did it He tnmp^ to bb feet and 
told the men who were halfway ont of thm chaos to remain 
seated b ec aus e be would condense his talk tn two mraotci. He 
did so, rod at 1 30 the'program was o%tz. 

He couldn t have gtren his twenty^nmute speech in two 
m lmrtrv However that fa exactly what he tned to do He lad 
plrtrocd ha speech using tbe extern poianeous method. Tbe 
cenlnl idea be had plrooed to develop ro the longer talk was 
highhghted and ghm m the shorter hme. 

This type of speech sihnbon fa ixrt unosuaL It occ urs fre* 
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qoartly Mmy iptaVeti, b emcr cx , nc enable to td^aai tban- 
•efm to dicmostmcea vbldi tnae. Tbe citcTu pf ntn cpm 
method nutii* nxib adaptaboo possible. 

It abo sQom 70a to icfa to evtots 700 bear oboot 0DI7 a 
few mocne n ti b^ ore the pt um tatioc of the talk. An expen- 
eoce ot a lon rc rity pio f eiMw flloatiato tbb poioL He bad 
bem asked to talk at the achool coffrosencement to a tmaQ 
town. He had nera before apeim in the commnnitj but pte 
pared htmadf on the basu of neb infonnatlon eod ana^rsit 
as be could obtabL Upon tnbo] at the icbool, be was mbotd 
into the pdoopaTi office. Shortl; after a poody dad, ddcihr 
man came into tbe office atnjmg two born. He chatted rrtth 
the speaka and laid that be bad been jardtor of tbe brrfldmg 
for a combo of yeait. SnriHnf Ajij be stated, "AD tire fids 
vfS woo m7 flov^* 

Tbe pnodpal expbioed that for oro hKntyjtMS the )anl* 
bx bad made cxKxagei of fiowm horn bb OVD fcden for ghb 
of tire gtaduatiaf data. The faadaen of tbe )amt(at was knewrt 
by tbe t o d t encr aodpcov i de J flie speaker with an juUudu. ' tio n 
which be cocU oot bare bad U be bad written the ip ec A 
w teli before. Tbe crent gate bfan a forthe point or two for 
Us t£k and pt p rided a dfccct attdience contact He was thos 
aide to project brs speech thon^t more easily and cffecti re l y 
The tvCcDce fdt t^ tbe bad com especially tc talk 

to them and Dot frot to pre a stock OnunaKemcDt Address. 

Tbe cxtempoioneom mcdiod makes it easier for yoa to call 
epon the reserve sp eech materuds yoo have pre par ed. Soroe- 
bms an aiffi eDCe is i m prope d y am l y aed and tbe matenals 
adected are cot as tpplaal^ as they iboold be. If so, tbe 
fifty-fire mitretes of reserr e mateisals can be recalled ^ a 
more appxopnate choke made. 

Wb« yoo start p ree tkiag Ac speech for eKtemporaocoos 
pre ae ntati^ yem should first r dwars e alond frem the oothne, 
rbwaHring the aodkncc as they wfi] appear in tbe room or 
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loditonnitL Try out tie tpttdi ilone m your bomc or office, 
tUrtm g with the ralutitiOQ. Take the first mam point and be- 
gin to hTV, drtmwmg cvciy Bpttt jou cm thmk o^ tmng ill 
of tic lupprTrtmg matemls that come to inmd. Look troand 
at the fnrmtnre, pretend that each piece is occupied, and talk 
directlj to cJ*ch nnagtnary member of the aodknce. After yon 
hare ohamted the first m*m point, do the tame with the rest 
of the tpeedi. Try sevcml Kta of language and detenniDe 
wUch one pntt jtto ar»d the nb{ect best After you hare be 
gun to fix the outline thoroughly m mJnd, discard the notes 
and ctmhnuc practicing okrad rmtil you art ime of the word- 
ing and the sequence of ideas, Rehc aniug m tins way wiD give 
you famihanty with the tnateml and greater cooMence in 
yooj ability to think on your feet in the real presentabon. Yoo 
viD develop the ttsun Dce that you can do as efle cti rt fob 
s p ea kin g ext enipou itf om ly 

At about this point in your practice it is wise to tnne your 
sdf. With e ipqi eoce you wiD lam how much matecial can 
be c o v a e d in a given time, but at first you wfD have to Visnk 
by trial and error. When you come to know what you can han- 
dle hi fi\r mraotei, ft is very easy to compute what jou will 
need fora talkof anydacxbotL 

The final step in practlang dc l iv eiy b to by the « p«‘ Ti ^ on 
family and fnends. Their indirldna] responses wiD bdp you 
seme tlie likdy reaction of the audience. Foithermorc, roem- 
ben of j-ouT family wH probably be harsher and more mwlnl 
in their cnhcism than the audience itsdf If you can learn to 
accept then snggcslions, you art not Hldy to be by any 
bter remarks. 


Tb« Sp««di Wriun othJ K*ad 

The speech ahlch b wnttco and read has tc\‘cial disadvan- 
tages and fa ramlly sot as effective as the extempotancous 
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tpccdL It b not pcsfible to cnhdpcte tH tbe c iifuni5tirux» 
wbidi iB»7 line. Wrihnj « tpeech fa the qokt of m office ii 
not the nme ti pRXQti:^ it bve. The lodfaice mty fed tint 
yoo cooridet the occasion nnlmportant if yon bik from i 
script a heavy notes. Moieovcc, of mny p«$c3 soa» 

times makes m todpoiee fidgety The toe of a icnpt also 
makea defarery more difficolt Whm yoa read a speech it is 
not easy to ma mlal n eve contact with the mcxnbea of the aa- 
dunce. Refesence to a scr^ prohibits bodily actmty and 
moTonent vdndi may be needed to {Dastzate a pofat Ccstma 
seem fe» cffccbTc «f^ half Inddea by a lectem. 

Howeret, there s foitlficatlon for ^ w ri t te n speech nodcr 
certsui efanniaUn cea. Foe p e isorn fa fagh poaitkm there are 
speech o cc a ttot a on whkh they most present written toes- 
sages. The President of the United States, rise president (d 
tlu New York Stoeh F . ithir tg e , (he p res a d^ of a large cor 
ponttkm cannot speak at any ttme on any qoestioo without 
the dan^ of bdng miqooted. Sodi nrisqnoUticA mi|^ 
came due econooue tad Teaolts. To prevent toA 

cahmibes these apeskets should read the sp eec h and gire 
copia of the text to the presL 

Many spee c h es d di ve r e d by p ro ud o e n t fadMdoals ire 
broadcast over oatloGal radio and TV o cl work s and should be 
writtco. Thne cm the ait costs money and ctsnmcroal com- 
ndtments ™Vf It pccexsaiy that rime Omits be ohserred. 

The written speech can ttscnlly be tuned to 6nhh ou schedule 

In addition, some or cum s tsn ees rcqnm that the iprater 
read a technical paper at a scfanbEc cu D d av e or dehm a pro- 
feaskmal address at a formal ojn r ocaU oo. 

If you fed that yon most write out and read yonr s p eech , 
the pr e para tkm should be guided by the same coctstde nta ons 
as those whkh jotctu any speech. The wntfag should adhere 
to many of the tcdmiqoes which apply to oral cornrauirfcitioau 
Write with a paitkmar audience a^ a sped&c pu rpo se fa 
mfad. Hare a central Idea, deve l op the idea with TT>»tn pomts 
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«ttd t p tn o ^ojJ te roppOTtmg mi ttri a H , tad miintaiii a k>^ 
cal psttcm of o tg anli ation. 

Tliesc additional niggcitfonj *re offered to bdp yon jxtptic 
> written j petc h 

1 DcTc^oneideatDdaolyoneatatiine. 

2. Do not ovetdcrelop toy Wea. 

3, Use rimpfc, c onve mU oni) languige, eapecoDy the word 
"ytio." 

4 Use short sentences, av pagmg about seventeen to 
bs-enty words. 

5 UsetheacbvcTciceofthevcib. 

6. Use contractions Uhe “it s,“ “we te," "ITL" 

7 Avoid Hnpcoonal eipreirions sneb as “It fa estunated," 
“It fa the cmiscmus." 

The mechaiucs of pi e pm ng the ffnal dcift to be osed at 
the lime of ddtvcry are very important Use a gpod grade of 
papa which wfH not, tartk <x lutk when you move it Type 
yom copy and at lost doohio space the Inn. Be sme the 
typewnter ribbon mahes a good unpre a non. U yoo can t ace 
fa on the paper you wfll have trouble comraoaicatmg It 
Do not rsTlte on the bottom third of the page so that yon 
won't haws to lotve jwn Head unti] your chin scenis to be on 
your dwit Don t have a sentence wiikh mns from one sheet 
to the nert, *nd you won I have a paus e which may distoit 
the meaning of the sentence. Don t dip the pages of the s c rip t 
togetha If jon do, yon wID have trouble tunung the pages 
casffy Of co u ne, be sure yon tahe the ti^l speetb wbai yon 
go to ddivci It— not the one prepared for some other group. 
And be sure to beep the pages m oiderl 
ViTicn yon read a script, your ddiiTty should lejemble as 
nracb as possible yonr m ann er when speahmg estemporane- 
ousIy 

As )‘oa stand before the aodiciKe; be relaxed. Use a speah' 
ex's stuid If one fa xvaiiahle. If not, hold the scnpt a yoor 
hand If yon cse a lectern, stand behind it, not bc^c It Do 
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Dot fold, tA-uf or cnll tmdoo sttoiban to fonr papcii. A> 70a 
rtod, alternate joor glanctn b &tuxn the paper and the tu< 5 - 
encc. If jrra tnw vonr*cnpt wdl, the fiat wonb of each aen* 
tenet vril! tnualH dive rno to its end. Rod easily iloiriy 
iMth emphaju At the cods of pgcrajriphs and at the coo- 
dostoo of ideas, pame and look at the andlencc. Know the 
sentence continc^ at the beginning of each page to that 
there wiD be no bad dchroy biola when yoa fiofab ooe page 
and torn to the next Adfint tbereadjog on the tpokers 
stand to that rt does oot thfuc on people to the fiat few rows. 
Yom {mx tboald not (m m thaifaw Rod in a conrcmtknal 
and ptcasant maniKT Do not oate, ytS at. or gitml at the as- 
aaoUy Do not pitch yoor %tiice b» and avoid a sfng- 
•oug or moDotoaous reading. 

TIm 5p«>cli WftTM v>d Maraortrid 

The third method of delrvety h to wnte the speech and mezD- 
ocite it Thh tzrethod is tk>t recoonneoded became it has many 
more d ua dv an ta gei than adiaatagei. The sbortcocaings of the 
s peec h wtneh a wntteo and read also tppfy to the mcmodxed 
talk, and in additkm. the tprakc is more coscemed with ce- 
membenng thao be o witb Ihiokins on hb feet If yoo bhmk 
out momcntinly with an qte mpo u ncons talk, yon may re- 
cover with the aodfcnce hardly aware of any trewbJe. If yon 
forget the memorized talk, you may be totally lost 

Another dlScnlty with them aotnual tpee ch is mc drarTkal 
and artlfioal dclhery Even If you don t forget, yoa often 
sumd more like a recording ritan a Uro speaker You cannot 
react fpoatsneooily as erents or ioternrptions occur If a pre- 
viem speaker has dtsensted the tame tub]ect aod ccscd some of 
the *amc nutcrial jon prepared, joo may perhaps trawrttJn^ 
repeat what the auhaice has already heard. hlemoriR a 
spnch only as a hst resort aod with foil roloatioa that yoa 
may CaQ fijt on yocr facet 
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Tfet li»pro»»pro SpMch 

The hst Eoctbod of ddirery fa the impromptu- In a acme, thfa 
fa the ^-ay we talk most rf the time m daily comnulioiu. 
Few people aic caOed upon for famul ipcecbc*, yet everyone 
fa eip c cLcd to take part in the commomcation of errryday life. 

At some tune you may be ooni touted by a ctuabon which 
raHt for an impromptn speech . \oo may attend a luncheon 
mertrp g at the dc u n na n makes it a practice to ask 

vidtors ”to soy a few words," If yon find younelf m inch a 
predicament, follow these saggesttons 

1 Avt»d rt by rnttapabon, if possiHc. If there fa any 
chance that you may be caDcd on at a meeting, prepare 
a few remarks and give them if asked, Y«i may prepare 
many rech talb and not need them, but when you are 
eaTUd OQ, you will be ^ad yoo ere ready Have one or 
two talb to me as insaoDce for almost any speech oc 
castotL 

Z. If yon are asked to speak impromptu on a specific sub- 
|cct about whidi yoc know little or nothing, start by 
thanking the group for the chance to be with them and 
c rpi BS ap p i rcUtfo n for then hospitality Contmoe by 
tajlrtg flatly “However I don t know anything about 
the tope aiid. therefore, will not try to duom it" Then, 
nnmcdkjtdy keep your promise by nltlng down. Do not 
take inotho second to prore how you were when 
yoo said )tm knew not lung of the subject 
3 Organnc the speech with a key word pattern which will 
keep you on the track and nulx it coicr to condode. 
Thw arc sor-cril word potions which can be used with 
Nwriom kinds cf sobicet roattci 

A. Part present /triurc. Tim can be applied to almost 
any subject Fmi when you tit asked to speak about 
the Dot prcsadcntal race, you pohably want to be- 
gin bv reviewing part campugm and by aiulyiing 
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pretent cudidatei be&woyoapctdKrttheoatcome. 

B- Body cnmd, tpint Tha k apechlfy food if yoa tre 
dxd to dcKnbe a penon. Stut with tbe (odmduirs 
pbvdca] chcaeterirtict, caoUnae with his intefle cfu al 
attnlratcs, tod cod «Uh a ducnwiQc of hu chaia c te r 
aodpasToahty 

d Point, reason, nrpport This is roost e ff ec tf re when 
nsed to otggzate a talk on a conbmertitj robfcet. 
Start by {dinumg tbe contiovmy into a questkn and 
then state it Yoor answer beemoes tbe point of yoor 
talk. Next teO why you reached soeb a coodosion by 
pf hi g reisQos for yoor podtfoo. Back up your r ea so ns 
with whatever so p pcrrt ia gnatttiahcDtDe to mJod. 

D Problem, caioes, sofnti^ This cro be applied to 
n m ry of tbe subjects whkh ante is eonfemices or 
meetmgL Fast state what die prottoi h Tbas fn> 
lyre tbe causes cf the problaa asd show bow they 
p ro du ce b*d eSedx FiiuDy i ng es t the tolubon rooit 
Ukdy to remedy tbe difB^ty An eflatrve sdniioo 
is oscBlly ooe which t ero orq tbe caoso of the prob- 
lem Tbeieforc. in Ibe bjt step of the tpetch yoo 
tbonld show bow your solution wfll cliininate w^t 
ever b catrsfag the trouble 

E. Adranfafei, rfisadrantigw. This is roost Useful when 
)-ou are asked to speak on a touchy subfect and yon do 
not wish to talc skki You sbrrald hxhate that there 
are pros and cons on each side and that you can see 
merit hi both pedboni. Soroe to ncs }oa may wish to 
pr g est that there ere serertl other points of view 
which hare not been raised. The pottesn cao be ap- 
plied abo to a report in which yoo acoiyxe various as- 
pects of a sub^ for a superior and thaw tbe strong 
and weak pofnti of sercral alt enMU r n . You oo 
rccocunendahoMbatafaiplyitatetfag facts, 
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Any imprompbi ip cedi nnng tboe ptUsmi can be con- 
doded by a latatemcnt in teiim of the ley wotdj. 

Whatera method yon cboote to deJiver the talk, ytra ihoold 

jw+vi* ti moch as pogiWe befoit the proentabciL Eren 
impnxnptn ddivoy on be impitwed if yon practice ipeiking 
for tao or three TTrifmtr< on aobjects inggeated by fikiids or 
family at the ^^^TTnr^ table. Tty Una for a month ^ you will 
be pleasantly im ptited at your improvement m eipirtring 
ideas on abort DO bee. 


In ad£tlon to the oral pndacc of speech matenal yon Uundd 
plan a p r e ^r am of reading akmd. 'ibe reading matter should 
be from vxded sources. The practice ihoold follow a tune 
limit of b e tw ee u ten and Unity mroutei twice a day For ex- 
ample, one day read ideebona &om the Bible and other great 
Utmtuie; the next day attrdo from leading magaedna and 
editonils from the oewspapax. Reading alood wiD improve 
speech ddrrery and, becaose yon both see and beat the word^ 
win bd p yon remember useful matemls. 

Besides reading alood, listen to i i»f'nT H ii igi of good speakers 
and readers. Ree m ds tie available wbkb l e a e a te scene of the 
masterpieces of H tmtiu e and some of the great t pn>r K <~i of 
wodd leaden. There arc also iccoids feahmng voice drills and 
conect pmnuDcatioas of words commonly nuspronotmeed. 

FroaDy yon can pca cfac e ddivoy by becoming more con- 
soons of daily speech habits. Mai^ tunes each day yon ex 
tend gree tin gs, make fnqmrki about the health and happinoi 
of otben, or e ng a ge in social conversation. \\Ttcn you do, 
speak graciously and smeerdy ntho than bdulge m a coo- 
venation like the foOowmg' 

'How r yoh?" 

"Tm fine, how r ynbT" 
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•^VlatchadDm*^ 

“Not tnoch. WTat ya domT* 

“Same BJ y*." 

“Wen, ^ad tDv jecn ya.* 

‘‘STong* 

'HicTe is nDfortnnatdy oo piD, tah^ or lotum wUch w31 
tom a man or woman mto • better tpeaber On tbc other 
liand, the old nytog that a man has to be boro a tpcalet is 
fatbaoos. Anyone is no r ma l, totdhgcnt, tod lodostiioos 
can malx a goal talL 

For most pcojde, b owera a c q o inng speeds ability tabes 
fame and requires boon of oral practice. If nre hare on assign' 
ment to ntaie a spe ec h yon cannot ps q as e the tail at n^ 
nght and hare it regEStcT cffectirdy OQ the morrow 
Without a desire and a wiUuigiKas to spend houii in 
speech preparation, yoa caimot hope to accooiphsh effective 
resaltL Thoesands oi men end womca evciy year jedn sp e ech 
classes and par feet at high as two hendred ddba pet comae. 
Id a btac you pay for OKa chandiie winch yoo may ose with* 
out g cp cf t drn g frertbet effort, bat aoch is not die croc wtth 
specdL You may read textbooks oo poLVe tpcakJng and best 
tomes oo brm to speak, but you will not be aUc to talk 
easily or effectirdy onlm you work to u K i t a a e spee c h eS- 
eteo^andapyiy the sug es ts QMfatprflcliongddimy 


1 The catempocaDccwi speech ts the roort effectfre becaosc 
it matn artipCatioQ and spool ipd ty possible. 

2. If yoo me a numm er ip t, wnte and read it as co ort m - 
iKmallT as yon can. 

J. ArcudddfvenngaincnKTOcdtalk. 

4 Anticipate fmproniptn sitisstiim. 

5 CulUritc good habits of speech in daily comrmaiicalloiL 

6, W otk at Duproving youi uch >jy 
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kfter hare mde all ponible prepctbom for a ipeerli 
itoation tad the talk ft ready for ddrr^ yoo ait faced wilh 
he p robfa m of bow to preagit it with a sense of comnnuBca- 
ioD. To hive a good sense of commomcatioa, yon duxdd 
tare e ff ec ti ve control of yonr platform nnimeT and of yom 
ro«ceaiiddKtkm.Intbisch3ptatlu9Sobjecto{pdatfonniiian- 
XI h treated; in Chapter Et^t, Toue tad dictuxL 
^Vb^t shonld yon wen? How should yon act whole “nveit 
lag oat" the momeab jost be f ore tbe taQJ How do yon start? 
Where do yon stand? ^Vhat If the andrence seems nmntCT 
ested? How mocfa thcKild yon geshtttf What if yon tdank ont 
or forget? How do yon handle heddmg or tough qu e atf o m ? 
Tbe Tight onswcn to these end nmTUr questions provide 
the speaker with effectnre contnd of his platform manna 

CraertBg a r avoro b fa Flnt IwprawloQ 

The 6trt bme the mesnben of the andicnce set yon, they 
formaa uuLul ImprcsiioQ which may last a long time. Except 
for tbe advance publiaty aQ they have to (odge from arc 
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mgt Ertn if ttey *01*0 yocr difficolHo, tbey irc nnlldy to 
ttrow mything tt ywi ot be discoartcooj. On the contmj 
they wiJ probably fed ilmost ts b*d iboot yoox irocomfoi^ 
bbte IS ytra end will be tympethete if yon ntabc the 
effort to any on in spde of yom onetdness. 

Indeed, yon thonld apetlence conodcrmble nerronsnen if 
yon react nonnally WbeaiCTCt ycra rrant to do a fint rate job 
or miVff 1 good imptealon, yon are Kkdy to be on edge. TTic 
added nerrora energy help* yon to do flie job more effcctrrdy 
Once yoQ are knacbed into the talk, the ectia energy will be 
dimpeted and if yon tpeak f o nxf olly and gesture emphatically 
yon win diipd tensicm more qmckly 

Mott speech stnatlom foQov one of two patterns. Either 
yon are caDcd npon to tpeak from the Boot, or yon are ah 
ready on the pktfonn, pedtapa with otha tpeakoa, waiting 
to be iatr o dnee d. If yoa tpe^ from the flo^ be sure yoor 
Tofee otriet to the whde groep, keep eye contact with the 
largest powiMe nmnbei of the andicnce, and arvtnd dinging 
to the bade of the chair in 'front of yon. If tpeakmg condh 
bom on the Boot are not in yonr Caror more to the {jatform. 
If yon are seated on the phtfoim. yon are probably bang ob- 
aerre d as yon wait for yonr part to the program. The tmpaes- 
ikra yon make may infl oe a c e sndtenct reaction after yon start 
to speak. Comtesy demands that yon be interested in the en- 
tire program and common sense snggesb that yon pay stte& 
tion to what others are soyirtg. You do not mterested 

or atte ntive if yon constantly hm with your bandkeicfak^ 
ciots and anaots yoor legs, look at yonr watch, itiai^ten 
yoor tie or durt, tap yonr foot, or wring your hifvtT Yon abo 
dotact from the program and caD attention to yourself if yoo 
gaic about the stige, whlipa to others on the pbtfoim, or 
^anee at the a udience and rea^nke a friend with a flam- 
booyant ware or nod. 

As yoo await yoor turn, listen to other speakers nnd moVe 
mental nota of then ideas. Study andfcnce reaction and if a 


’while ?«'“' 
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tore a quiet, attcntiTe grmip which is settled down in its 

IrwVfng at yon *nd tendy to luten. 

Bejm by ib*nVing the daimia n peooially for ha intro- 
dnctioii. Use the rftan i not the title of Ins office. In an 

in f om ul dtnation, if yno know the chanmxn intnnatcly say 
‘Thank yon, lohn,” not Thank yon, htr Chamnan ." On a 
f ruFiq] n f ptinrt tgj T Tiank yoo, Dr Smith * Do not disa- 
TOW any of the ccmplxinentary remiib which be has made 
■hoot yoo and do not co rr ect mistakes mdess they arc so 
big that a camjJetdy aiou eocs impression has b«n con- 
Tcyed. If a co n ecbon te e ms n eemsf y make it dnectly and 
gnciomly 

FoOow the opressioo of thtnka with a sahitatloa directed 
to the andlence. Indndc tn the salotabon (1) Oie roost mipot 
tint mdmdoal ptoent, if you can detenmne who he is, (2) 
the group which tndodea those who stand apart from the gen- 
esal a n dt ence, asal (?) the faalaoce of the andkace. A lalirti- 
tlan at the start of a tmivetsity commencaDcnt address nni^t 
mn *Tre3ideDt Johnson, D ttUi ig ins hgd Coesta, Monben of 
tiic Graduating Qm." On many occasKtnj the approprute 
salntation is simply "indies," ot “Gentleniai,” oc "Lodici and 
Centlemen." Avoid the hadmeyed, longwisded, and aB-m- 
cJoiiTe ope mug wbich nms, "Mi. President, Mr. Vice-Preii* 
dent, Mr S c uetar y Onnal So-end-So, Captain Sneb^nd- 
Sneh, Monbcis of the Board, Rer eicn d Cleigy Kladame 
Cone sp ooding Seaettiy Chairma n of the Arrangements 
Committee, Gtacioas Hostesses, Dtstmgmshcd Gnests. Ladies 
and Centlmen." By the time some speakea reach the last 
categDsy b the lalotitioa, no one u to be and 

half of the tiiDc for the speech Im passed. 

After the salntation, begin the speceb . If there b some pie 
h m In a r y miteml to present, do not fatrodoce it wHh the o- 
yacsston, "Before I begm my speech." The rooinenl any words 
are ottered, the speech has be^m. 
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jtra ntt tfjmj to yua *rc domg.” Stand erectly bat not 
itffly Keep ynnr feet rmder yea aboct ci|^t to ten iacbes 
fjait, with yocr wei^^t ihghtly fonmd, and keep yocr bandj 
free to be aicd for feature or andiowDal flidi. 

Avoai “npaynlowiay" movemCDta frtnn bed to toe; doo^ 
lean to far f o rwar d oc bcckwnd that yoo bare to catch yinuy 
tdL K mooo to rtoo rwiy (bade tad forfli, from one foot to 
the other in a pendnhinvbke fwinf ) may leault m faypnotix 
fng or ar w d i K linn^ the aodieitce. Be cuefol of “to-and^ro" 
moTeme nt a from the front foot hfthe tod: foot Anad lacm g 
the floor tdcndessly like a caged hen. If you most walk from 
one apot to aaotber, move p er po aefu Dy For etamplc, with 
the wor^ *T^ow a aecond nnportint point fs," 

dnft to a di ff erent ipot Aa yon ask the a ut E en ce to dacct its 
attentioD to an rorho^fsoal aid, move to a po rib on which 
grata yoo c o mman d of the staxthm. Bodily movesnect diocld 
contribute to the total effect, not &toTt or dotnet 
Ce slm ea tbodd be a»ed to make yoo look and fed at case. 
When you mote an arm or pocot with a Enger you me op 
some of the nervous energy and more qokUy edm yem 
idf. If you g e stu re parpoaefolly you also iMk m o r e a a sui ed 
and confident Howerer, motemeirts should be natmal im- 
pulses and not co u lu re d dmin g iclwju al to £t e mtain bn- 
goage of the talk. Fo: example, 3 as too ay **od the one 
hai)^ you raise the d^t hand spo nt aneously then FoQow 
with **on the other hand" sod cabe the left ha rwl for a sec- 
ond, the g es t mei tw fi w aacoutzbred. If yon plan these 
far ad 1 ' Alice, yon may t na drertenUy raise both barw^T for a sub- 
stantial period tod be f o r ced to lower them aw k w ard ly 
when you realize that the pomti hare long smee l>r'*n trt^^ 
If you wonda as do many tpeaVen, "Wbat ibaTl 1 do wdh 
my hands?" the answer h, “Do nothing with them." Let 
them hmg at your sides, dsp them for a bnef trm^ bdrind 
the bad:; or even pot one of them hr a coat podet ospedaBy 
U the sp eech ntuatt on n fnfoimaL 
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Aj ytm wcm to the rodfcncc tod l e cel r e tctiic iqp oc ue, 
70Q win p^obiblj tae jpoci to odd emptoss to one tda 
or tbrog yoor ilKmld« to iodictte hul i fTamce towvd to* 
c4iier Hod g et tru q tnd Urdy ttoal expi e wk n add cfEec* 
bvcncsi, rf piopcdy ccmbxilled. A good tnk o( ttnanb fot til 
each moT ciMub b Nerer make a got me , a gesture fbooU 
make itself. 

The thhd ewartnl for good phtfotm marmcr ii the aHldy 
tolu^ attention and to in er tase Inter est An todicDce mefy 
pays attention anto mati ony Intenst nnot be ipaikcd tod 
mafotxiDed by the speaker. Obnomly tbe coohait of the 
speech— what tbe qieaker aaya— o the pnme leqmsitc for 
kcepbg tbe todtcoce attentirc tod to lei e sl edL Qupter Fire 
points oot bow interest h added by the ttketion of appi o p ri- 
etc stypoefang matrrfah. 

It ttio bdp If the speaker knows tbe natuie of as intti* 
vidoaTs tespoit se to stODah and ay^Tto tbe kxundedge to tbe 
speaking sitraboo. Tbe a r crage penon b capaUe of mtfa>- 
taiamg rnstalocd attention oa a grreo ob^ for only a few 
secoodt. If attenbon b to be bdd on tbe anw obyect a new 
stumihB most be prcsoit er qy few seemds. In addition to 
carefully icWte d tnppoctittg matowh, tbercforc, a so c cea afii l 
speaker resorts to “xttentfoa eateben' as stimnK. Some may 
Ik pbnncd in adrance; others most be in r esp o re c to coodi- 
tuns wbkh trbe after tbe talk bas began. 

Anwog tiw most effective attention ca te ben which may be 
latrodoc ^ bto speech ddivqy are tbese* 

1 Andawfisaal aids. Tbe rdd Chinese proTob “One pfc> 
tme b worth a ihooszod words'* applies. An idea wtdeh 
b cow eyed throogh two senses (hearing and sight) 
ntbcT than one a more Gkely to 1i^ sttentioo. If It b 
posdble to convey the idea throngh aD tbe senses (sight, 

bearing, smell, tonch, and taste) the appeal b even 
greater 
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2. Fass^tx. Sodi malefal xliot^ be dbtribnted before 
yOQ 1 »^n or iftcr you hive Enahed i p ea tm ^. If objects 
lie handed from p e n on to peuen « yon ce speatmg, 
they become counl e iiltm cfao m end distiict the tndi- 
«*nr^ Coptc* of 1 t |Tch oothnc iboold not be Tciba- 
tim tram a ipti of the talk bat goidea to main pcanb to 
be covered. 

3 Lcttcix, doenmenti, or boob for dntct quotation. Have 
the paper where yon can End it rt the exact moment 
yoQ propojc to refer to ft and be ime to have the de- 
<u%d pamge marked dearly If yoc mnrt pew the pages 
of a booh for seretal to find the pbee, yoo lose 

attentkHL 

A. AodieDCc paitid patloo. Hib techmqoe brings the eo' 
dience >0111 6 17 the speech . They are ashed to ting, 
ipplaod, or fbmd. Somebmes the speahex starts by ey- 
ing, ‘How many of yon ere with this point? 

Wm those who are please raise dxsr lands?* Kraotly 
1 spcahci wa seebng the tnppart of a temee dob for a 
prd)lk hood issoe to be ipphed to the dcT cJ o pm e ut of a 
sbte amv ei s it y He ashed ah menhos In the andKoce 
who had children under college age to nse and remain 
staodmg. About ooe handled meo drd so He then 
asked all those whose Eatbers had attended college to 
take their seats. Only five dai sa Foully he asked aH 
those who wanted theft childicn to attend coUege to 
take then seats. ET er )'o u e a:it down. The todicnce par 
tkspabOQ ca pt ur e d attenbon and dramatoed the n^ 
of enlarged bcihtio to meet the tidal ware of college 
applrcants. 

5 Rbetoncal queslrom. The speaker btersds to a ns wer 
sach a qo csifo n himself. *1!ow long can we penmt 
sndr crruhtKrns to ccntlrrec?* The tcchmqoe. If srsc 
ccsihilly employed, trtraes c miosi t y The memben of 
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tonally td: t ropoosible pcrwn tn tibc totficp ce to 

hdpjTHL 

9 Handhng betikn. If yoa «rc tddresnng tn oipnked 

gc oqp> tbctc u apaQy » lerpant-at-tnia whoje duly u 
to keep order mdotiin tnrtible condiboits for 
Tjw>aVin£ Ho »**" be QQ tO dol Wldl OTlftTT 0( 

li n nily condoct vbkb iiiiy cnse. If joincone h cd d ca 
yoo T tilia lly you tboold rerpood gpo<ktt»tnredly nmn- 
tahi yud (b^dty cod contpocQie> md keep yoni tno' 
per ttthIw co uh c d co tbe piovocatioc. If 

you cm tbrnk ou yooi feet cad le^dy to tbe bcd gen ng 
with tuhiUe rep cf tee, the codkaxc will usually ic 
tpoad fi Tonbly md tpply pnssuie on tiie boeklex. If 
you do aot hare the cocrect ode of the costroTcny tbe 
tadloux pi e um e may tom asaimt you. lo aomc osa 
U U wan tart to try to co oUn D e in tbe face of obraras 
bortlBty and complete iuattenbon. 

10 Hcndltnf em eigmci es. lDtre<|oe ni ly it b to be hoped, 
sooieooe m tbe aodieoce may faint or uDder^ a severe 
attadi todi as a heart faihiie or • cerebral beanonbage. 
la rodi cases common sense ta|ge sli that yon strip 
your speed] and summon cosopetent medical pcrao nn e l 
to help tbe un f ocUn ute iodjTxlQaL If dreomstmees 
pemdt you to l es um e, yon wiH pitdaHy be competing 
igamst severe psydiok^ical dfatnetmns in tbe tdad of 
each memba of the oudieDee. Tberefote, it probably b 
wise to coodane your matcrbls md conefode ttdy 

E nrerg co ci q cm also occur to the speaker. Tbe two most 
likely are ‘'blankout^ and focgettiag. If your mfad does wm 
lo go blank, it will letnm fmly quidly be a o se it most re- 
spood to some rtnnolus erery few seconds. It may seem to yon 
that iHe “biankoat” has teted mhmSit bat if yoa act as 
tbougb the pause were dcKbeiale, yno cm often blofi it out 

and carry on as if nothmg had happened. If you are fttai for t 

particular word, substitute anotber etpeession or ask if some- 
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one in the ndkoce can topplj the word- SomdiiDes a ten- 
tence n so cor e lAi c t cd that dse tTtt«<ng word b ohricna to 
emyooe ocept the ipaict. 

If jtra fotjrt part trf Ibc s p eech , realae that yen are the only 
person vho kn^ vhat yon qpcc i c J to say Thts, yon are 
the only person »ho koowt yoo hm forgotten. If yon can't 
refresh yom mmoiy by dreckfa^ your isota, skip the point 
end cootmoc wrth tomething dsc. If rtse idea retoms later 
and yon consider it hnportant. tndode it in another sec tio n 
of tire speech . On most occanom the andience will be conv 
plctely uiu w ue of the fact that yoo have forgotten. If they 
are a w are of yonr plight, they will apfdand dre presence of 
mind vhkh jOn show by t hin tan g on yoor feet 

\Vben yoo have readied the end of the talk, there u only 
ooe thing to do— cU down. Do not stand hopefoQy waiting 
for a p ph o s e, hot retnxn to yoor chan resoletdy and forthwith. 
If yen wish to express a p p recia tion to the aodrence, do lo at 
part of the speec h , not as an afterthor^bt If the appUme b 
OTerwfa dflun g and prolonged, cse from yoor seat and a^ 
knoviedge (t With a nod cod a smile. 

Hordlao Aw OMoBcn Nrtod 

In rnaiiy tihntions a question pedod follows the prepared 
speech. Yon cannot anbdpate all tbe pomb wluch may be 
raised, but yon ihoold be rca^ for the molt likely (^rxsbom 
usually are of three types: {nformabon seeking, aigmu eota- 
bve, hTdevant. 

If sQ u reoo e asU yon to darlfy or amplily an kka, give the 
answer as wcH as yon can. If you don't knm the answer say 
so and atsnre the person yooTl try to get the in/ormatjorr. If 
the person b not satisfied with the anr sro and persists fn 
seeking tnlonnatioo wfddi s e e ms to be of interest to tro one 
dse^ td Urn {dexsaotly hut firmly that yooH be happy to pot 
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loe tbc matte with Urn after o&a peoj^e hare h»d a doDCC 

to ptitidpate. 

The Higtnr«ntatiTt "qwrtKm” u more often t tpeech frooi 

the ao« piccisied by the ifattc, *TinT it I fKt thit 

01 ftdlowcd by the Hnc, *^odd yon care to comincnt on 
thatr If the peoon t up porU yoor point of view thank hnn 
padotnly li the penoo conlcndj with yom position, do the 
bestytra can to handk the obiecboo or refute the argnment 
Do DOt wind up with the retort, *T)ocs that answer your qoe»- 
twnT" If YOU have not been able to coonoce him in the pre- 
pared tp e»f h j it is nnpfobablc that a Wef response to a 
qo oy win rtiange ha tniod. At yon complete yoor reply tom 
qmeUy to tomeone dsc m the andience and cootinoc, "T<]cxt 
question pleasd" This pva him Httlc chance to protract the 
aigum cDt 

If an inquiry teems Lu de tm t, he tore that it TtsBy is b ef o re 
yen say ta Unless the penoo a ittenpbng to he i a egta us 
or prtnkidi, be is the one penon in tiic andjcoce who u sure 
the question a p atln e n t. You will prolably ofiend him if you 
nde the matter out of order angrily or tbniptly Suggest pleas- 
antly that you are not true you see how ftse qoesbon apjdics 
hut you wfll be happy to discuss it if fts r tk t tn ce can be cs- 
plaioed. Do not teQ that be udsunderstood you. Take the 
Uame for not mskmg youndf dear to him. 

Qocstion periods call for certain mechanical procedures, 
also. Do not repeat the qu e sts o u without good reason. Feu ex- 
ample, if a man down front addresses you in a tone so low yon 
fed sure the people in the bock can! hear other repeat the 
qoestoon or ask him to do sa U you are not quite ceitam you 
understand what ioidccdc means, rephrase his Irsquuy as yon 
intcrpect it If you are li^t, ywi can then answer if yon are 
urong, he can danfy his meaning. 

For the ImriMalate words of response avoid halahal uje of 

inch tntcphmcs as: “That an good question," That I an a- 



71 TOV OAir TALK WZLX. 

ceOent quotio o,** Tm 700 tdxd qaatioD,* W0 
■firM someoae would tA tet gnation, ** ‘Thst's an intst 
Qting gootioa.'’ If you cralmtc tooie goationa and not otb- 
m, dte aDdicsce may fed Uiat hdn^y yoa ate hbdinf 
tome q u nka a "not good," ''not fntenstmg,’' **001 yoa 
wVird dot qocstuHL" If yoa fed ytm need time to tidnk oat a 
xmta^Ie snswcfp do your ilnuVrng iflcntjy 

Some peofk ned bdp and will be a p pce o athre if yoa fn- 
tampt than potKdy and anbt them to get to tbe pomt Otb' 
CD may be nattaaHy kng-wmded and my enfoy tbc cbarKC 
to bog the Itmdrght and tnaVc a Uto^ die teat of 

tbc aodknce wfll reflect Qi diqdeasme if tbey fed tbc speaker 
deaeim to be cot ofl. If yoa tense tocb a leacllon in the andf- 
ace, do not belittle to intmnpt the pcisan wbo nd^i otbe>* 
wtscoostinae forercK. 


SuoMMsy 

L witb a aente of commonkatiaa uajubo good 

t pp c ario oe T»t pl«»gTi f p#T<iim 1 ii Y 

2. Yoa can adjost to tbc pteapet ch litu a don by taHog 
yoor mmd off yoondf aid directing it t ow ard the otber 
tpeakea and tbe aadknce. 

3 Adapt tbe ap pr oa ch and the dotatloQ to tbc occasion 
and the state d aodlaicc. 

4. EstabGib and stbitiiii eye contact at an tima. 

5 Posture, gestore, and mOTeac n t dmld not call atteo' 
tkin to tbcmsdres. 

6. Since yon cannot fr^wrt attention to be aotomatic, bold 
year aodknce with ap peo prial e speech materials and cf 
feedve attention catebea, and tcco g nue coantcnttiao- 
lions and iulcuupboos and adapt to them. 

7 NSlsen yoa are thrt H^ i prt l■ lJ^g, tft down. 

5. Be prepared for becUen and gootkms. 

9 Tbrnh on yooi feet and co aitr ci yoor pUtfonn manna 
tinoagboct thc Tp e etl L 
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To wtxart ym losteiil wtfa t »cntc of coauntmiettiem ^ 
nfi»j to co nU ol not onty pbtfonxi taxaott il>o tcocs tsd 
VoQ TOtj hfto (xceOeiLt cooUst cod otgxnnsbot) hi 
TOOT md yOQisdf vl& mouDc e. Too wfll Ml 

to fee tffeCtrre, feowtro if do wrt tare gE«d Toice bilxtt 
iMdonotme iyyo p ihte qicfaoa. 

Choradartina cl a Ooed l |< * Q3J H q Vde* 

^Vbat is 1 good speaking Tcoce? The qoestioc b vtA earj bi 
dswa b e a ni e tben ere do objettKr stmdarfi for meanir 
iog a (ood TOtet. Tbe tame Toke b reacted to b Tzrkna 
Some pcopte Sod it p lea srrt , otfaen rqpood adfe tn di Berepce^ 
tod still odicts are antagonized. There tie socoe 
to of nacc, howerer, to adddi mojt people rtapood poii- 
tntly Tbere fa taidy widetpread agreement that » good aoice 
fbot^ he an d i bfe , den, fleritk, onaffected, 
ritaL 
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tlon If jtm tpoknyDa cxn be heard poocrm {□ tbc back 
rtm yoo win prohiUy be beard by er ciy ooe. If you tpeak 
too softly yoQ may came tbe l ut enc a to st r ai n to bear tod 
thnj tire them more qoiekly Avotd tbootiog b ec au s e by 
ipealdiig too loodly yen may abme yoor voice and become 
home. If yoQ ahvtyi q>eak at volimu, yoo carmot 

add power to adnm c o utinl or emp ba m. In the early mo' 
m c pt i of a tpc c di , if nemposaeas causes your tckc to trem- 
ble. yoQ can sometoDa o mc o me tbe quaver by ipeakinf 
forerfnily 

A good voice is ciear It it prod need witboot ttnln and b 
free of rtegahve qadltk^ toeb as bauhnm and bitathinm. 
An andtenix Ibtotiog to a hmli or breathy voice frequently 
respoodt by ckaimg Ihr o aU or cmgblng as if fat empatby 
with the ^nkcL If yonr vmce remb u e ^U ve cbaractersbcs 
pc Bb t e otly you (boaU ooosnlt an otolaryngologist (tbiOBt 
tpedabst) btfore you cmdfrtakB toy progiaa of inice fao- 
p tovem ai L Wltbont pfopes tnpernsra yoo nugbt ^ pexma- 
pent damage to tbe voice nK^tanitm and males tbe ccnidltion 
wooc. 

A good voice is fiezible. It constantly cbau g ci in volnme, 
prteb, and rate. Thb ebaractedstic pennlta crpnuiieneg 
with varioot types of s p ee c h malcnal If you are tpeabng of 
somctbing esdling or dramatic, you reflec t this by ioerrasang 
tbe Tolome, rthmg tbe pitch, and fpctdmg the tempo, listen 
to a sports an ra xm eer as be describes a c ni aal play to a ebam- 
pwmHp game. Jmt before the acboo his vo«e ts bmhed, dc- 
bbieratc, and foil of susp e n se. As tbe excitement develops hit 
voice becomes shrill and opid and be Knnctnocs shouts. Con- 
sido a dctgyman who enlogbes a faithful perisbioner to tbe 
cahn and sacred m rorrodny of a cbuitb. He reflects tbe na- 
ture of tbe occaikm by speaking softly and slowly ExpreasTrC' 
ness of voice a desirabic tor every speeti ri toabon. 

Uteally there is no tneb thing as speaking to t mrxvi tfw. 
But spcabcTS who aormd as tf they vocafized ertiy word on 
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0 x ^7 Ox note are often itfmed to a» speakmj ma 

moDOtODt The practice mate It nwie iffiedt to IwW it^ 

bon inatep interest A ipote 'with a telbic tnxt 
infletlKmal and mtonabanil pattern to conrey roeanng and 
adirTe apee m veo m . \Vhcn a phnse or sentence in Ameiv- 
caa Speech ends on a i>®ng mfleebon, a doobtfol, 

mvii^i j< n a tt itud e or an incoinpiete idea is mijiied. When a 
faHmg is used to end a pbtue or sent en ee, ccrtauity 

or completeness is indicated. Flcdirility ol tone hdp® con- 
fine shades of meaninj^ 

A food Tidce b onaSected. An aodience b tpA to delect 
any aSectaboa and may have atich tboo^ta as, "\Vbo docs 
he ti»tT\V he iiT" or *^Vhst does he thtriY he i5 doiM?" A 
person «ho mores tram one section of the United States to aO' 
other sometimes has the cipenence of heanng a dJIcitnl do- 
lecL After tooK time the new way of speahng hecomes com- 
moopbee to him end toay ioflnace hb speech patterns. II i 
Bostotnan mores to Mimnrppi (or vice vena) and attempb 
la diree days to affect Sk vo^ of the region, he b 
iof for tronUe. Some tpeahm tnalce the mbtalcc of trying 
to imitate the style of a vdlhDoini anno un cer or prublic 6gmc. 
The "better they tococed in tdnerrtng someone die'i charter 
btka, the gieatci the likiihhood that the anfcnce viD not 
listen to what the peaoo b saying hot will wonder "Whom 
dees he ternrod me ofT « "Whom does he acrand llkeT The 
effectnxsws of the comnmmcatioQ a to the cctent 

that the vtdee calls ttlentioo to iiadf II thehstener hean a 
beaottfal Voice hot has no noboo of what a the speaker 
has not gtptagd the WlS^rylfd - 

A good Tokt d pleasant The tefcphooe eo m f a iii/-^ tram 
^«cp^OTS to have “tiie vtnee with a smPe." If yoor rotce 
indicates antagomsm ot angei, or if you bdlow or baA, fljc 
bstenen wifl itspood In kind. Avoid the cJrijvoi^flx-sIiooh 
vote and sp^ as ff yon liked the aodience and enloved 

the chance to W wdh thetsu Avc^ a!ao tlx hcerihast and fije 
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pomp o{ tiac oid^isiuoasd ontoc. ESectrm speskcog doa 
DOt can foe tn oitfbftkn of vocal mfC or power bot for a 
pienant, coweiaulj Qcal manner 

A ^pod Trace fi ntsL Flat, ompid^ bfdcn tone fadiartq 
that yoa axe mdlffrttnt aboot tEtaldcs tbc tpeecb or lade coo- 
vicbw for the n]b)e(^ If yoo md) klic aodaCDce to rtapond 
with enthotiatm, the Trace ihoold icfiect emraabon and vital- 
ity Detennloatkra on be earned too fax and emr tynahle 
e gr pharned to that no wofda ftxnd oot as tnoct kopoetsnt 
than any otheii- WeH-cootioIlcd egqshasit givea meaning and 
nsportCKe to the opdSctnt parti of the ot tga nce. 

h y i m tog To«r Sp» q3 J> B Yalta 

Can speech be hnprtwed and a more e ff e di te voice K 
(pxtred? Within Umrti, ycil Yon cannot change yoor way of 
tpokifig c w muglil . lf< b o w emt yoo have a noenal tp a eda 
taednnim tod fotlow coc t eet prec e dorea, yoo can Unjauvo 
within I retsomBe time. Conadoosnas of good ^’eech, an 
uodestandiog of the vocal medunlnn and way it dioald 
foncboo and penotent poetke to J er el o p proper tpecdi 
hahiti can hdp yoQ addeve a mote efiettive Toke. 

Yoa do not hare a Totce apart born the cert of the body 
Rather yoa cae tbe voKe n wriianino (brain, hap. Urym , 
thmt, toogoc, tout, Toonlh. lipa, etc.) to piodace aonsds in 
cocnbfaatkms. Yoa kamed tf a s«ry yenng child that cgtala 
•oond c omhfnaltoiu had tymbdUc valoe a^ conveyed mean- 
ing. “Mima*' Hood for a pirtknlai pe g on; “cat,'’ “nap,* 
ard otba terms each meant a certain activity As yon 
pew oUa yoo learned hundreds of tonod combfaubom rmt^ 
now yrai love a tnbitaiitisl vocabolary Tbc way that yon 
formed sound s and wmds lottiany was by tmltafarig vhat yon 
heard, U yon have dwtys lived ha aa cnvina un cBt in wWA 
good tpe^ hatxts are poetic^ ycpo bare already otkoo- 
ackNidy aciiniied good ip^ haUta, 11 yoor parents teed baby 
talk mben yoa were CtUe, yoo piohaHy rtfied in baby talk. 
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f bD lie people m Tom na^boihood jnd "dn," 

'dete,” Bid “dene,*' yon foUowrf writ becatac jou beard no 
rtber totmd ccrmbnjabcmi. Bnt as yon »oqomal t dK xdi n g and 
amo inh 5 contact with people of tanom backgrounds, yon be 
cme of difictences m the vty people talk. 

You can yooadf cren mote consaons of speech 
nbits by ttyrtl^g a pn^tam of critical Itstcmng. Sd ect two or 
ire of the roost dIe c Uve speaken yon hear (ndjo or TV 
m iwi n ii-rt cleigyroeii, figmts, oa cdocaton) and 

anupa re then T r e»\ ‘ b pa tt eng with yoor own. Pay attention 
to rire f^vw-v4FTt<t>f^ of thdr voices. CheA then articulatton 
ttTvl vocabultiy If you hear a strange word or a pnnnrooatkm 
jrou re not accusto med to, coosolt a dicrionary By Iktoiing 
critkaDy yon will make yoorsdf coiwaom of good speech 
babrts and aware of yoor own stieng^ and weaksesseL This 
b the first step in devdopfug a tnoie efiectivc voice. 

The aeoond step b to ui^eistand the vocal taechauxsm and 
the way It dvoold ftmebou. Most people are in aw arc of the 
procew of voice pro d octkm and do not thmk of speaking as a 
mental and pliyrical activity which requires the co-ordinabon 
and co nt rol of many parts of the body But with an under 
standing of ttie proper tednuqocs of voice production you wiQ 
Tcalae that you can tequre k^la control of the voice incd^ 
amsm and begin to pcKtice good spe ech habfti. There are 
five factors in the prodoebon of voice: thmking (cerebnbon) 
breathiog (respoatiaa) mating tone (pbonitlcc) adding 
qiality (resonation) and coODeebog sounds (arbenkbon) 
Before you can prod u ce mamngfnl soosds, thmkmg most 
take place. Every pail of sp e ech aclivrty depends upon the 
proper fuiKti o nl n g of the mind. The bam u the in 
whadi responses to itnmdi ongmate. When yon denfe to 
commmrfc^c, the brain forms the thooght and transmiti 
messages through Ibe navorB system to the mosdes. The 
masdes in turn are nsed to control heeathiiig, adjust the vocal 
cords, change the sne and shape of the mot^ and make 

other roovtnien Is required for lie prodoebon of sounds. If the 
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bcsm xnd oav o m syttcm are impured hi utj w*^ the entire 
process of commimkattoo may be chstoibed. Ttras, wbea a 
pcnoD ts mentally Dck or emothnolly opsct, the rotcc and 
spe ech reflect the condition. Extresnc tatigoe also infiocncea a 
person s ability to mamtam effective control of the voice 
rac d o rnmn 

Breathnig u the second tactor m the process of mahing 
sounds for speech. The socmds of Amaicm Eo^nh sp e ech 
are produced by chsted ak which passes thitnigb the biyux 
and betm-een the vocal cords, aosing than to vibrate. \Vbai 
yon have good control of brea thin g, yoo arc ibk to supply ah 
at the nght tone and in the proper amoonL Tbe espt e a st o o 
"abdommal breathing" (or “daphngmatic breathing") is 
soroethna used to detoibe effective breathing for speech. This 
mearu that tbe speaha thraks of his breathing as based in the 
abdomen. Any tensing of museks is a ccomp l a h c d as far as 
poasibte ia the lower half of tbe tannh. Ldtl^ the thouldas 
or cspaoding the opperdiest IS avoided, and the opper part of 
the tnmh ts relaxed. By developfrig dgphrag nubc br^lung 
yoo win have better control of cxhabHon. 

You cm abo improve breathing for spee ch by pracbcbig 
the fonowing cserc^ Count shwiy on a single bcath from 
one to the highest nttmba you can reach without strain, in* 
cr eati n g and th y rp - 'nmg volmnc as you count, and avoid watt 
hig broth on tbe Sot few Domben. Conbotic the oerdsc on- 
tQ you locrcase tbe eount substantially Reading aloud from 
books or magazma is also good practice. Select aB bods of 
TTQtcrbI and try out the techidqocs for conbroOing edubtam. 
At Erst they will seem dTScuIt and onnatuial. Continue your 
practice, howaei cnhl the p roc e ss becoma easy and habit 
caL WTicn you have achieved effective control of abdominal 
breathing, apply jour slit) in co u vq ia tkm and in pbtfonn 
speech. 

hlaling tone is the third factor in the pro ccu of pmrt nnng 
sounds for speech. Bosk tone ts produced by the vibrahon of 
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the Tocal cordj m tlw li r ym . Yot can feci the vfbabow If 
yon piace the tbnmb and fingen of one hand gently on the 
Adtm t apple md then utta tod prolong the wo^ ‘'ah,’* 
Whapci the pmf: 'irori sod note the diffesence. When yon 
ipeah, yon eltgn the Tocal cords m inch t way that tVy are 
vibated as the air stream panes throogh the laryns. The ific, 
shape, length tension, and condition of the voal cordi deter 
mine the pitch of the somid. Ycm can learn to piodoce yoni 
Tcace withont strain usd to achieve c^hromn tone br develop- 
ing better control of breathing and ■ more effective coordina- 
tion of the mnseka of the bi y r u and throat. Yon ihonld nahe 
an e ff ort to achioT a ( ee l lo g of rdrobon m the region of fl» 
neck. If the abdommal mosda are tensed and if the ihonJdex 
la ry nx , and throat masdes are teUwd the tone a more likely 
to be pleasant, dear artd exsly prodoccd. The pitch and qjal 
ily of yonr ^■Q^ce tie affected by the oervo® itiaio hdore or 
during a speech. The greater yoof nerrotancss, the harder it s 
to maintain control of breathing and tone pcoditchon Some 
times yon arc consdom of vocal and br^hmg difficnlbcs. 
Tins awarcocsi tends to increase nenonsness and to set up a 
vidons cy dc with one difficulty feeding on the other 

There arc loeral excrcscs you can practice to imprtne the 
way yoQ make lone- they should be undertaken in conneebon 
with the crcrcTSCi for proper breathing llavc a rtsordingmade 
of yooT voice and listen (or the pitch range. How high or low 
do yon go? Try speaking sltgid^ abmc and below voor nor 
nul range. Tty speaking with great ccaggcnUon of patch 
changes. Try one sentence on a vay low note end the next on 
I very high one. Count from one to ten, starting on a low note 
and going op the scale with each Dumber Reverse the pr o c ess 
by starting high and gomg down the scale. Read akrud from 
poems or plan mhich demand great \-ocal cap i e ssi vcncss. Tty 
to keep the threat and neck mosdes relaxed as you practice 
these cxcTCJacs. 

Adding qishty fa the foerth factor In the pr o ce ss of makmg 
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the vccil coeds In the taynx. Yon can fed the vibeabom if 
yon the thmnh and fingco of one hutd gratiy on the 
Adam s apjdc lod then otter and prolong the word ‘'oh.* 
Whuper the wne isord and r>ote the diffcTcncc. When yon 
ipeah, yon align the vocal cord* m inch a way that they are 
vibQtcd as the air ttream passe* throngh Gic laiyrrc The mt, 
shape, length temion, tod condibon of the vocal cord* deter 
miw the pitch of the tonnd. Yon can learn to pcodoce yonr 
voice without Jtram tod to achieve optimom tone bv derelop- 
ing "better control of hreathhig and a more efiectave CDordina- 
tkra of the tniadcs of the Lny nx and throat \ on should maie 
an effort to achieve a feeimg of relasabcm in the region of the 
ncch. If the abdomraal mtudes are tensed and if the ihooWct 
laiynt, and throat mosciei are tetord. the tor»c u more hYdy 
tobc plcasaxit, dear and esflr (sodoced. The pilch and ({pah 
fly of yom voice ire affected by the mi sT na strain before or 
during a speech. Tbe greater yoor ncrvoosneit the harda rt u 
to mdnbdn control of breathing and tone prcdnrtkm. Some 
times you arc conscious of vocal and br^hoig difficnltici. 
This awareness tcods to increase nervomnea and to set np a 
vsckms cyde with one difficulty feedmg on the other 
There arc *c\-cia\ rsernsm y'ou can practice to rmprovt the 
W3) you make tone; they should be undertaken In connection 
with the etcrctses for propa hrealhing. llrvci rccoidmgmade 
of your \-oicc and Ustro for the pitch range. How high or low 
do you go? Try speaking shghtly abenx and below ycmi not 
uni range. Try spcakmg with great erogg aa tion of pitch 
changes. Try one setitcncc on a very krw note and tlie next on 
a very high «>«• Count from ooc to ten, starbng on a low note 
and gotrtg up the scale with each number. Rcrenc the process 
by starting high and going down the scale. Read alood from 
poems or pbjs which demand great socal opresirvcncss. Try 
to keep the throat md neck muscles rdntd ss you practice 
these eierctses. 

AdirngrpEdatyis the fourth bctoi m the procea of making 



9i TOU CAK TA1.E WELL 

aocods for ip ecch . When the Tool cords cie vibtsted tod j 
tocod b prodoccd, tlie tonod tnrels m tB directions. Il 
tnvds oot duoogfa the Aden I tpjde tod that a whjToa cm 
fed the ribdttkzas throo^ tbe It tlso Lu r ell op thro og h 
the th lo the throat, mooth, and oose. As the lotmd trj re h 
throng these np emf^g t ^ ft is nwwtifiwt tod tmpKEed; the re 
rnltiot dtinga tie tiemi to ts reso nan ce. It is l e sonanct 
winch adds qtuhtj to thcTcdce tod pro it d utinct DCC tod 
tflwDCy 

lo tome ways t voice is Qce t m mOT l Instmm atf, soeh ts 
the Tiolm. To ptodoce tooisds each employs three parts— t 
force, t vibatoc, tod t resonator. In the violin the force is tbe 
bow the vibrator is tbe strings, tod the i cs outo r is the cxrity 
of tbe body of the t a itr t unc nt. In the vnce tbe force is t 
stream of to, tbe nbrxtor is the vocal cords, tod thensoBstor 
is the crvitia of tbe nose, mood), and dirott Tbe iahiti 
vormd of t viokn b p ro d n ^ by diawuig the how across t 
string, The quality of tone b achWed by tbe additoo of the 
icsomuc e prodo^ in tbe body of tbe violm. If Antonio 
Sbadirxii made the teitrru pcpt, the qaahty b rich and zed* 
low IftbevtoUoaznefromaaissaiiblylic^tbeqnalitymxy 
be t>ttg tod ac ntchy Tbe dUrcreoce hs the qnality of tone b 
fu se d by the l e samu c e pro du c e d by the two noKn bodiea. 

likewise with the voice. Tbe infbal tone may be denly 
pr o duced , bat if yoa do not make cffcctfrc nse of tbe month, 
nose, tod throat, tbe irHinanc e wBI not be rich and mcOow 
The month fa protably the moat iuiputiu t i ta o nat o r and wtD 
add better qoahty if yon keep tbe lo^ {aw wcD exercised and 
tbe bps Sexiblc. Avoid a t^btly dwhed \xw tod Ept 
stretched tantly a cr o u tbe teeth. Nasal le so oJDc a is especially 
important for tbe sooods "m,*’ “n," and “nj." Tbo much 
nssahty on vowel aoaods grres a fiat qnality If tbe nimclei of 
tbe throat are slack, tbe ressit is a b aii cHike quality- if too 
tease, a ifanD tod stcidait twang. 

Coiinccring of soaods is tbe fifth factor in the process of 
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prodDdBg To tWi pomt the wend* hare not been 

dwagiit of u conocctci It b poidble to nuke i »cncs of tm- 
conwettd wondj, sneb *a “oK” "bee,” “kif " “css," 
"tec," bot for mcanmgfol commnmcaifcm jooadi are fomed 
to become fioent, mtelltgible cpcirb, roeb u "en" and "tee 
to become "empty" Good arbciilatiOQ requires cartful forro- 
fn g tnd of tocodi 10 that ibcy do not mu together 

Twt become doned or nniirtrfligtbte. Socoe oomp^ of poor 
arlicu labonaie- 


Did)i cat? for Did yon eit? 
Lemmc (or Let me 
DoiD forDotng 
Bct^ for Bet you 
JbtfoiJiBt 
CitforCct 
Warm* for Wot to 
Tchfeaico for CUago 
Beceu te Beontfe 
Skp for Slept 
Sp^fatSappQK 


KtoforCiQ 
A{to tot Agxm 
Fninm for FUm 
RedcooiK tor Recogniie 
Covtmnt tor Corenusect 
Net fax Nett 
Antomcao tor Arnttlcin 
Waafantao tor Waihlngtoo 

FftriagforRctwe 
Qaapeen tor Cham piCD 
CoetstorCwst 


Tbe tongue b the most i mpo rUn t t agan for articnlatioiL 
Wlbont ft speech b ■Imntf fanpossfble. The inqnhy often di- 
rected at a iby child, "Have yon lost yoor ttrt^focT* o more 
descnptrvc than most people realize. ShTled toe of the tongoe 
adds dutmetness to aomxb and aitictilatxm more c5ec> 
trre. The bps and tbe lower {aw ait also very impoit ao L Slack 
bps and krwtt pw rcsoit In danmg or nramblmg. Orcrly 
tensed bps and {aw or pnrsed lips, grre a prusy ot pedantic 
character to artkada bon. 

Tbe practice of reading appropriate malcnsb aloud bdps 
to oTCTComc careless articalrtioi! by giring i-riTf^to to tbe 
tongue, bps, and tower ^ Read each of the followmg exer 
ebea, pronouncing each word correctly lud fnaVin^ 
soond carefully Work with someone else tr>d trrim j-onr or to 
differentiate the dear from the riuned acrandi. 
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1 Lidieseod jentiaacn. (Notla« ngtnmn.) 

2. BbdcbTigibk>od. (K^i^yfourtimA) 

3 Robber buggy branpat. (lUpidlyfcmrtirnet) 

■4 A ttttoi who tooted a flote tried to hrtof two tootaJ to 
toot (Any diffaeace between totoi and toote?) 

S A man with t plan. (Pot in the Q l) 

6. Toeaday Febroaiy 25th. (Not Tooidce, Fdioaty 
twtnoy Eth.) 

7 Ma Smith stopped at the does of Mn. Srfimidt i Bih 
smceihop. 

8 TbethydiddtxkstocdlaeathteSittthetariiote. 

9 Pretty Pnkei pacta pconiea and poddio them for 
prcoom penmes. 

10 Tbeo{^QS Cedt, the thistie tiflEr swiftly rifted th 
thooiEDd riustlet. 

11 CcrventoKntal gobbtedygooh goes agaijgt OttHfoirri 
gam. 

12. Mnibtry mikdeey nuikea momtroa taadntco into 
tathgoed mattyg. 

For ymn own p m poa es , compBe a Hri of artknlation enr 
eba emtatoiog vyndt wito coondi which pre yon bvable. If 
yoa cannot mabe « ‘th" easily cod e u re etl y h€ Imtance, list 
words whkh hm the sound at tin start, to the middle, or at 
the eod-tHi, wfthoot, tithe Practice saying the words antfl 
yon masta the floemd to connected speech. 

Awareness of good sp eech , tawwiedge of the opetalloa of 
the voice mcchamstn, cod ptacticc of bet t e r speech faabita, 
give yon csat tifac t my pcog am for Toict ta ps o r ei a mt . 


(Mis ebefl** Dkstat 

Anotba re girirem e u t for presenting with a sense ol cotomnnl* 
cation b eficctite dictkm. By diction b meant the choice cod 
po pno Datiop of 'Words, gia i nnar and scotrnce stroctinc. 
What b e ff cctfrc (j^etkn? The standard for acceptaldc mage 


r^ mh rJTrng WtOCC tod Diction 

| irn nrmr t tho n rccomnxnded bf thij book H the same ts 
that ■ ppf Ote d by hngmjtic experts tnd Actimunts. Correct 
mage fa determnini by cdocated people within a paittcnlar re- 
gion. The ttandaid cannot be picrasdy defined bccaose Ian- 
goxgc IS not Qsed sacntifically and objectively but according 
to prcvaihng emtom. In difiercnt sections of North Amena 
meaning itd pfommciation may be given to the 
«aTru» Tords. In Sooth Dakota, “scotch and seltaci” means the 
«TT>«« flj "scotch and soda” fai New York City In New Or 
1rTT«_ "coffee with snxifa’' mig^t be constdered lepolsTr'e, bot 
in Franoaco, expression it Ktcptahle became the 
word "snair means i roUrf-op pastry bon. Some examples of 
the tame word pronotmeed differently fitnn section to section 
are* annt— awnt tn Boston bat ant tlicwbeie; diooth-drooth 
In Ontario bat diowth ebewbete; and citd:— ihymes with 
betk m the Northeast btrt with slid; m tome parts of the 
Sooth. 

Moreover the tame words ore used br differcDt genenbom 
to roean different thmgt \Vithra ■ hfethsc the mcsmng of 
words may change so completely that antonyms become 
syno ny ms. For example, in the l920*a the word “hot” was 
med to mean good, thm “a bot time,” “a real bot ball dob," 
"a hot Up ” Today i teeo-agen tom the word "bot” into the 
slang, “Oxb man, cool," brt they mean the same thing. 

There arc several forca in copte uipouiy AmerKan society 
which ore atnfog sp eech and fangoage to b eco me more uni- 
form, Fhrt, oar poprdaboa ts e xce eding mobile:. People cpiit 
Jobs and moi-e to anotba section of the coo n tiy to s^ new 
wmk, or they are tiamf erred by the goitnanent or by indns- 
try Abo, people travd great dstaoccs for vacations. Secondli 
the maa media of commr mi catum arc heard simultancocsly 
in all sections of the c o imtr y Badio and TV broadcasts have 
had tbor mfloeo c e in itaocbrdmng speech. Thirdly greater 
niunbeij erf peojde arc rc cdiin g more extensrre cdocatkm. 
Those tn insfatnbons of Icammg are more hldy to conform 
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CoahoQinf Voice nd Dktkm 

pCDp^ The iruAod rf ddwtry infiMices \bc diQttt ot ’mnds. 

With a ipecc h written m arivaitce yon hare time to check and 
l e c hc ck ityle and vocabulary When yon tpeak nnprocnptn, 
you are not opected to be ai precise or as eloqocnt as m a 
prepared tilk. 

\oo can un p rove your vocabdary and m a k e yoonelf more 
finent by stody and practice. If you obserre the tnggesbom in 
Chapter Three for acqninng badgronnd, yon will broaden 
•yonr interests yoor contacts. Note down airy new 

words yoQ 1^*' or retd, and tty«W it a habit to look them np 
in yonr (hettomry aisd to me them in daily speech. By syv 
tonabcally fdlowmg the of learning fire new words 

cadi day yon can probably double your woibng vocabnlaiy 
in kxs than frre yens. Many magazines and ncwspapeu coiv 
tiin a vocabokry-bdlduig feature. Stody these as a spring- 
board (or yoot own ptr^tam of biignage imprevement 


1 P i c sen t id g with a seme of coegnomcabop Tc gnU ts egeo- 
tire control of TOKS cod dKtioiL 

2. A good voice b tndihlc, dear fleiible» on a fl e ct e d , pleas- 
ant, and vital 

I Vekt can be fanpimed by aw ar c o c as of good 

habits, by knowing the spe^ me dian fa m . and by pao- 
bemg propq speech tec hni q oca. 

4. The process d speaking tochjdes brcathii^ 

maknig tone, adding qmhty and connecting sounds. 

5 Standards of good voKc ai^ dicbon art set by tbc mage 
of thecducatBl 

6. Effectire hn g oj ge b appropriate and applKaWc to the 
aodicnce. 

7 Vocabdary can be derdoped and fluency can be m- 
o caifd . 

t Yon, can, have gnodvoieg aT^ dtfttfgv 
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Gtikilng Critkum 


7 >>e ineabm of ca aodloice hfve pTCCoocmed Jdm of 
traVa a i pejfar "good*' nd what isaVn bis tpeaUng *‘tf 
f e c t i ra." Tbcf cimiUoq< 07 (odge rpetben and t pce cb q in ae 
gy daa ca with dim tw e cau e cp Bcos- li tbe spca]^ lins to 
tbae, thqr give appcovib if be 6ooa t, tbej' find bnlt. The 
cdddcm max ^ notbxed, or erta joitified, bot erety 
speaker receives *1 gomg orci* tbe Kmc. Either be idb 
bimsdf and hh idas cad is Inrlted to return, or the codience 
does not want to see end bear hlin ajaiu. 

Most tudiertcai expect ■ speaker to have tbeae qralltiei U 
good speech cood act. 

1 S to centyaod coprictkio. 

Z. Dnectms of msonec. 

3 A pJcajarrt and exjwtHrre voice. 

4 A pleasing p et soni lity 

5 Asaocoiharooc 

6. Wdhofga nize d taalerisL 

7 An appbcahle topic cod posposc. 

As a rc^t of these aodieoce orp ecU tfcaq, certiin ohhga- 
tfcra rest 00 the ipeaicr He b the goest of the groop and 
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ihoBld IjdjiTt ts 1 pMt If be Tiot^ good specdx conduct, 
be b ts moci tt fitilt u if be lad committed a todal blnnder 
m the borne of a tnember of the aodioxe. Such obhgatioiis 
become i de&nte r qp omfbflity for die spcabec. 

Uiisi « Owdc ShMt to OoU* Crinda 

All flic iratcrialj of thu boot tie intended to hdp yon de 
vdop propel tpce ch coodocl, and flm ebaptet, to hdp yon 
apply cuflcinn tawed yoime lf and otbeis. One techmgoe 
that yon can lae ax a (or gmdmg entuism o the folkiW' 

fog check dicet 'When yon make a talk, ait peoyde to che c k 
the key words and add any comments they fed will bdp yon. 
The c h e ck fbcet when completed provides definite mdicabon 
of the roctsens to yonr speech. Sods cri ti f i nji can serve as a 
gotde to mexcase yom spttcb efieeflveness, and yon sbordd be 
^ to receive it 

'niere are three tmin dmatons in the check tbett. content 
and orgamratMm, ddivery and effect on the aodience. 

I Content and Orgamzatkrn 
A. introdoetkm 

1 ArCNBcdaUenhon and Interest 
2. Purpose cod central tdea dear 

3 Toolong 

■4 hlaleadmg 
5 Apologetic 
6. Inappropriate 
B htainPorab 
1 CJcarlydefioed 
2 . PrQ|iei1y «»Tnp ttatTT<»d 
h LopcaBydenlopcd 

4 Too many 

5 Ch-dapped 
6. Vagoc 

C. Supporting Matenah 
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1 Vlyid 
2 , Concrete 
3 AppUdUe 
4. Ttody 
5 Itrt3erat 
6. Ltcliog 

D Aad} 0 -Vmial Atd> 

1 WelWeripJcd 
2. E ff ect i rdf empfayed 

3 Ioe5ecth-e}y employed 

4 Pocnijrdaigned 
!t Distactmf 

6. Ktined opportunity foi me 
E. Condariop 
1 Boef 
2. Effectire 

3 A pp rop tut e 

4 Ateypt 

5 Mdbple 
6. LBcldni; 

F Traonbooi 
1 Sa»oUi 
2. Abrupt 

3 Ljcfctp; 

4 OrcrdfTwn 
IL Delivery 

A. natfomi Mxnnct 

I Dress aod Appcatance 
a. Neat 

h, WeH-groosDcd 

c. Overdressed 

d. Careless 
2. L^cCooloct 

a. Good it sQ 
b ImpasoTt 
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c Somcbmo lacking 
d NobcdUy lacking 
e. Poa(wbenmiDgal& 
f Poor '■ben nsmg notes 
3 Posture 
t. Erect 

b. Relaxed 

c. Rlg»d 

d Siuftofwd^t 

£. Leaoed on lectern 
^ CextURS 

a. Cooidmxted 

b. Spontaaeoos 
e. Eiconre 

d T jrWwg 

e. Artffidsl 
L Awkward 
5 Movciueuti 

a. Coordmsted 

b. Pa c in g 
c Ls c k ing 
d Fidgetmg 
e. Eircsd Te 
L Fnmbllng 

6. Gaxnllaipreatioos 

a. Earnest tod fiocere 

b. lot o e st c d h sobfcct 
c Taclrcd entbomsm 
d Pobed tod assured 

c. Sounded memorized 
L B dbgeren t 

g. Except tadxcDCe rapport 

h. Not enough facial eipimaju 
i Appeared ocTToosrt first 
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rov CAM TALK Wi: 


1 Vhid 
2. Concrete 

3 Appltctblo 

4 Tandy 

5 I ir e l er an t 
6. Lftcbng 

D. Audio- Vhna] Aids 
I WeD-desigiKd 
2. Effee ti r dy eai^ o y i ul 

3 l u e ff ectiydy eopJoyed 

4 Poorfy designed 

5 DatTBCtmg 

6. Missed opportimity foe DSC 
£. Coodoston 
1 Bckf 
1 E g e dj r e 

3 AppropditB 

4 Ab^t 

5 MdtifOe 

6. Lackoig 
F Ttaftridooi 
1 Smooth 
2. Abrupt 
3 Lackfng 
4, OvcrdiKTro 
II Ddirey 

A. Platfonn Mmtief 

1 Drcn and App qan cc 
A Neat 

b. Wc& ^ i o ootc d 
c Orerdrejsed 
(L Orckxs 
2. EjcCcralacl 
L Good at all bmes 
b. l ujpmi t e 
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c. S omdu n u laddDe 

d. NcpttcoUyladdxig 

e. Foot wlienQsuig (ids 
L Foonvboi mug notes 

3 Portme 
t. Eitct 

b. Rdxxed 
c Rigid 

d. Sireight 

e. Swsyed 

f Lcsned on lectern 
4. Gotora 
L CoonUmted 

b. Spcmbmeoas 

c. F.iewure 
<L Ladntg 
e. Artificial 
L AvWxrd 

5 Movemcnh 
t. Coordinated 

b. Facing 

c. lariring 

d. Fldgetmg 

e. E i cesri ro 
£. FtimbUng 

6. Gencnl Impresskm 

a. Earnest end rtoccre 

b. Interested in sobfcct 

C. 1 Ji-trd gpthfKfemn 

d. pQOtdsad tain e J 
& Sotmded meuHAued 
f Belligerent 

g. EmflgPt mdM-nr.» T»pjw;n t 

b. Not enon^ tacbl cepresaion 
L Appeared nerromtt Eat 
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1 VMd 
z Cooaete 

3 Api)i«flUc 

4 TTrody 

5 InclcTint 

6. Uckfag 

D Aodji>-Vmal 

1 WdWesgned 
1. Effertrrtljqnptojtd ^ 

3 iDcffectivdycmpioytd 

4 Pooriy«3engi«d 

5 Dtttricting 

6. AGorfopp<ntanitTfoi«® 
E. Coodtsion 
1 Bod 
Z Effectjve 
3 Appopiirtc 
■4 Abnipt 
5 Moltiple 
6. Liadt« 

F TranBbocs 

1 SmooBi 
2. Abcopt 

3 L»cbnS 

4 OmdiTwu 
11 Ddiroy 

^ Platlonn MtnM* 

1 Dr«»aj>dAppeann« 
t Not 

b. Wdl-grooinol 

c. Oradressed 

d. Carclco 
Z EycContoct 

t Good *D tuna 

b, Imputlve 


\ 
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c. SooKtimahciing 
i NoticciUybdang 
e. PoOTwtennsrn«idj 
£. Foot when nring note* 

3 Portnic 
t. Erect 
h. Rdaxed 

c Rl^d 

d. Shift of weight 

e. Swiyed 

L Leased on lectern 

4. Gcrtara 

A. Coordinated 
hu Spontineom 

d. LjcVrog 

e. Aitificul 
f Awkward 

5 M ov eme uU 
A. Coordinated 

b. Paong 

c. Lacking 

d. Fidgeting 

e. Ewwl rt 
L Fnmhbng 

6. Cenoal Im p eBfom 
A. Earnest and stoccre 

b. Interested in sobfect 

c. 1 jckcd eath rmann 

d. raised and tssored 
c. Sormded memoozed 
L Be HIgn eat 

g. Ercelcnt aodfence lapport 

h. Not cnoQ^ fadal expressuD 
L Appe ar e d DCTVoci at first 
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1 VWd 
Z CoDoete 
3 AppbaUe 
■4 Timdj 
5 IrrtfciiW 
6. Lccfcmg 

D AnduyVmol Aids 
1 WdMesgned 
Z Eff ectivd )' emptoy td 

3 In eiTecU r Jy eropioytd 

4 Poodjrdeti^aal 

5 D ot f i c lip g 

6. Nfiaed oppartooOj for use 
E. CcochiooD 
1 Bncf 

Z Efiertfre 

3 A p prop thte 

4 Abrept 

5 Mdcfp^ 

6. Locbn; 

F Tmuitkioj 
1 Smooth 
Z Abropt 

3 Lacking 

4 Overdawn 
IL Ddivcry 

A- PUiforra ^tlTro« 

1 Dtc0 od Appearance 
A Neat 

b. Wen-groomed 
c Over dr e oe d 
d. Cirelcss 
Z Eje Contact 

L Good ft aO tnsa 
b. Impasbr 
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c. Sometzma lading 

d. Noticeal)l 7 lading 

e. Foot wbcnmiiig (ids 
L Foot when using zwtec 

3 Fosture 
t. Erect 
b. Relaxed 
c Rigid 

d. Sbftofwd^ 

e. S wiy e d 

L Leaped on 1 cetera 

4 Gotares 

L Coordinated 
b S pcmtiii eo ia 
c Eicem r e 

d. 1 acting 

e. Arbfiatl 
L A wiu r tid 

5 Moremeob 

$, Coordinated 

b. Padng 

c. 

d. Fidgetfaig 
c FjxfMh o 
L F u rrt^ i ling 

6. GcDen] ImpresDons 

a. Earnest tad tiDcein 

b. Interestedinfubfect 
c Laded entbosastn 

d. Poaed tod assured 

e. Sounded mono coe d 
L BeHijcrcnt 

g. Element tpdjcnccTtppoit 
b. Not enough farfat 
I Appeared nervous at first 
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j Genealty uacJiy ortaoe 
L. Flostered bj qnotfom 
L Amwc i i ui goa t k a a adeqottel 7 
B Voice 

1 AodibOity 
L Good 

b. Tooftroog 

c. Toowctk 

d. Feda ct cod frf teotnce 
2. Intototion 

L rictsms 

b. Mcndogfol 

c. Vened 

d. hfaaotoooas 

3 lUte 

t. Good 
b Toadow 
& Toofnt 
d. Lecbspame 

4 Artiadftkm 

a. Ctot 

b. O tipr c d te 
c Shnxmj 

d. 

5 QoiHt)' 

a. Pkaihtg 
b Reaoout 
c I jrfn reacnaoco 

d. hJaoUtfd 

e. llndi 
L ShriQ 

6. PmonalltT 

a. Slncqe aiidfncpdly 

b. A g e ci ed 
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c. Apologetic 
d Too iggrwive 
c. Whincy 
L L*cfavigoi 
7 Vocalaed Parning 
t Nolle 

b. Notcuoogb to dtttnct 

c. Tbc-ili, a-*b, 
d Disbscting 

e. At tboQ^t tonsibODS 
£. Atcodofworli 
TTL Effect OP Aodjmce 
A. We woe bored 
B We were interested 
C. We wanted tobsten 
D WewcreiDtrywbcnyoQfinidjed 
E. WeeoaWn'lhenyoa 
F We didD*t ondentiTid yoo 
C Wewcre^adwbcnyoabadfinidied 
IL WewoodcredwbyyTOtpokeonlbiJtopic 
L We did Dot fed ■ penonal appbcatioii of 7001 
speed] porpeoe 

] WefdtjTMwere‘Tectniiiig’’ia 
K Wefdtyoowcreitmocere 

L. Wc wbhed yoo would smile 

M. We wooded why joa were bored tnd tmlnta- 
estcdtSTouspole 

N WefdlyootDCwwbatyooweretallQiigtbotit 
O We fdt your ipeedi was not well prepared 
P We expected more than we received 
Q We cn|Oyed yrntr talk 
R. We wanted to bear yon again 
Not only shoold yon crtiaac yo ms df and ask to 

rnticbe po, bat you dionld take tunc to study the perform- 
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Fl^ore Abu ffl iohition dqsctiiif tli£ *T>ow oi tcU,” tbe 
“ tn ow of j pe wh .** and tbc * 1jj get of todknce.’' A man gfr- 
tD{ a tpeech b liko u arcbcrcbooting aa anow at a taigct In 
each case a boar Is osed to dnve the pout of the arrow fa to 
the bolTaeye of the tarjeL 

The **b<m of s^r iqffcaepts the qoahhes of tfacoitx en- 
th ntiatm , and amraoce, hacked hj a rtroog dcsne to spr aV. 
Jmt as t^ bow b the drmps which g o ve rn s the flight 



oi tbo tirow, to tix fpoier’* peoonaHty cirmhipai, and 
cooricbon do modi to mfitjcnce ndiec^ 

The “tnow of ip ecA" coat ilns the fid*, qoDt»ti£mi, fl- 
Vg tn^ymi. f u n n y stooei, (odio-vistBl ttd* — all the ma* 
teriil* of the ipecch to w ppc nl the main points. The entire 
tdk ihoold be presented wiki good Tocabnliiy and tentcDce 
stroctDie. 

The of todience’' b the apecHic tndWice fcrr whiA 
the arrow b preparod. When yoa go hunting, yoa do not walk 
into the woodv annle*^ point the gnn, fin; and hope to hit 
the qt un y Rathce, yon rblk Ae game imdl joc aee it, then 
take eatefol aim and fire. So it b with i pcwh . Yon analyze the 
*tzigEt oi todience,” the peopie and the octmcio, thoi ann 


Figtic B fa a dbgttm dejdctiiig two apcedb arrow*. The 
upper tepreacoti a fpeech grven by one wbo knew what he 
wupmgtOBy adbeitd sbfctiy to ll« main point*, and np- 
portec them with adequate and tpproptfalc He said 

what le had to say 

Tbr lower arrow rqwoaits the effort* of anotba jpakex 
^ tandered In hb ipeeA. He started and then stopped, 
lie paented fflmtntioo after fflurtratfen. gw fmdcranttt 
wipie, and repeated himsdf. FhaHy he finbbed the talk, 
Howirct, U had DO definite pcipoje, wo^ no ipctific re- 
ipeni; and failed to ap^dy Ac co mm on leme raggotiom for 
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ipeedi effectfveoen. Pning tbo entire speecb Ui ludf i mcg 
wandered wbere he w*t goh^ and who. If erer he voaU 
reach ha drtffmHfn. 

Every ipecch iboold be orgmized to move forwnd to a 
jibnDcd dcstmatioo, frat ts cn arrow b shot to w ar d i bolTS' 
eye. Once the goal tm been icachoh the porpoie is accom- 
piLahed and the speech fs orez. 


To be more sncceabhl in goidiag cntidsm. 

1 Mate good ctac of ttg cbect sheet. 

2. Apply the asalegy of speech and aichoy 
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Preikllng Ov«r 


Tbc fint o( tlie Radial tyex xh ritwbow wWdi ti>e artiu^ 
person eacoonten is tfatt cctcog as chilnnaB of a Pwt mg. 
No one tpeedi mponsibaitjr is mote onpoiUot or more 
ibnsed. Tlw propa coodoct of any meeting deteniunes m a 
large war its t ucce a or (tihtre. 

TTie Qotie* of i pretidmg officer ut m an y He mast intro- 
duce tpcairm, maVe umoonceinents, and snpervise the intro- 
doctKm of tn batmen d isame d or acted upon in &e meet 
ing. Bring a charnnan fa an Important )oh. Hcwcvti, in roany 
cases, the poson idfcted a presiding officer fa chosen became 
ofpopnlanty RaTriyfahesdectedforhbabfbtytopresidd 
Emy ch afa man Arnold follow these gcni^ precepts in 
CoodortiQg any meeting* 

1 Start the meeting on time. 

2. Arrange adeqmte stage setting for a program. 

5. Potsen epU iimasm for the cond u c t of the mcethag. 

^ Mahegood rotrodoebons. 

5 llaxcasroihingbxnriedgeofpodiamcntaTyiaw 
The pmbletn of startin g a meeting on bme has be com e one 
of tbe major bugaboos of the avaage organnotMa A group 
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ICQ 

wUdi oantto in n w ^irtg or at 'bcoqneb on tdmhle it 
ntre. The exceptioitt are tbe to rice dotv wltb tbdr w eeH y 
Initdteo i B, and tome of tboe ttait tbar meetiiip from Sre to 
fi ftce o inujirtei late. 

lodges acbeddlcd to opeo at 7 30 tja. *%ini back tbe 
dock," bcc i ute at tbe starth:^ boor not evea officen are pre»- 
ent to occo p y tbe ebehx. Few banquets start on scbedole. 
Some wrtb an advertised rtai t iu g time of 7 fac have tbe hut 
cocnae served at 6 30 Le c ti n e s winch dioold have been ondei 
way at 8 r.u. finally begin at 9 
A cbtirman wbo feds a reaponsibjlity for hlj podboo wS 
start U Ket b i gi on time. He will tee to it that tQ monbeia are 
notified to that effort He wiB give the "call to order" eren if 
be ii tbe only member present Obrkrrsiy there are excep- 
tloiii to any mle. A tein& stonn mi^t loddenly come np. 
People plsnmng to be at any mee ting on time might be fi» 
tifiahly ddayed. Holding tbe meeting for in extra fifteen min- 
ntex Qoder todi dteataton^es b potoctly proper 
However, "wdting for othen to ar i ive , * araiting for t 
qieitet to appear geoetal hwhffo ence as to w heth e r a meet 
log starb on are all to he condmine d. Ko mee ti ng 
tboaU wait for otb^ Tbe semihle chaifmin aitaiig e f weO to 
advance for his speakers arrival, meets hbn, cnter ta toi htoi, 
and betogs him aloo^ so that there will be no delay 
The todtffcieoce towar d starting on time is a vidoa habit 
Tbe later meeting starts, the bto many will plan to ar 
nre. Start your first meeting on time and even if some are late 
to anivuig, yon will find that at the seCDod meeting most of 
yotiT manbeiship is more prompt R emein bcr that some peo- 
ple have no respoodbility for b e in g on time. Many will anfve 
sate CO matter what tbe starting time may be 
A wbc d ialrmao ibooU mange an adequate nHtni 
for hb mee ting. Seffideot chahs on the platfonn, a speaker 
stand free from water pitcher and tnd the proper m 



103 


p riTt- T iTu Orer Meetiafi 

bordoa, *nd boae n^b-do modi to 

I m^rfing mOfC cficcfarVC 

1 ^ nf f nffWTHTrt- qnce on the phliotin Hdto fpcAen ttd 
at ttry ire cmnped In prcrriding lighting, mmy chamncn 

tljc ipcil:er ettbcr m too modi glxm oi In ilndow both 
t whidi tre bad. The prtading otfica ihonM mprt tint 
■ui^ pi» v ^t TOOK foiwird if tbao cb vacant letb m the 
root d the aoditocnim. He ihoold inaintam cadci and not al* 
jwdb courteaj tobeihgwnbytheaiAai ct . 

Tlw 3p»di at t nlf odacHea 

^0 type of i pe ed i it to abated at the tpeech of tnbodnctlan. 
^to one ^Kcdb t ft cri ti op b met to madeqmt dy Tct Qie way 
b whkh atpetksi n intiodticed in many cases wiB gotCTD the 
nmoci in winc h the todteDce acci^ him atsd ^ thooj^b 
beadvocato. 

The (dlowtsg toggetiioQS cte oSesed to the tn or 

da that thb type of speech may be tpontaseona, drUgh tfnl^ 
andc fi cc ti Te. 

1 Avoid the ote of didids. toch at ate fostonite to 
have wIA m lom^t,* “wo tie g re atly I woored by the 
pfoenc e of," ‘‘the committee b to be cnngiatolatcd on 
securing the aance cf.” “thb a the h a ppw at nKgn«»T»t o£ 
rnyblc." 

2. Do not bbodoce a speaka rimplyboasse yon nc dmr 
man. 

3 AnudcoamKntxaftatbetpcahalmfinbbed. 

^ Be brief The average tpcech of mtiodoctioo ihooM have 
DO more than four sentence*. 

Gratida each of these niggatiom. CbcWs ihoold be 
av-cided becaose speech depends for it* effectivenen on od- 
tbahty novelty and variety Tote phases, wbdi have ban 
toed by dmnnen mxe Ibc b eginn i ng of tfane, are valoelesi. 
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If jtra do not know tte jpeakct, And hire not Uieo fame to 
find oat Adcqcitc information ibocit him, nk jonicooc who 
know* the ipeaker to make the intiodptrfaon. Don't fcijet thit 
the way a man ii introdneed determines to a large degree d* 
audience i attention from th^ moment he begms to ipeik. A 
good introdoctlon is Invnloable to the average speaker It >1' 
kren him to start fah speech withont brttkmg doim aodiace 
re satanc e. Hower er . mmy ipeaieis are introduced in sod* • 
way that the first ten mfnates of the speech must be dm*ed 
to winning back the andieocc. SomethiM no mentm h made 
of why they were famted or what they hare co m e to talk 
abont 

A chairman should make no cranment after a spoker has 
finbhrd hts address, for if is not a c h ai u itan s (oh to comment 
oo ether the speaker or his efiort The tlialirnan ihoald not 
explain the tbooghts and ideas of the speaker or repeat the 
Sp eech . A dsunnan shoold be coaiteoas and gn ci waly thank 
tpeaken at the end of the program. 

The Enil suggestson for the efiectrre spe ech of introdoctioa 
b brevity Aodiences asaesnbic to bear a spealxr not to hsten 
to a dnircnatL No one wiO arer andesstand why so many 
chaiimen, both men and women, feci that they must be ao 
long-winded. Brevity {□ speed is, and ahvsys has been and al- 
ways win be, a great virtoe. 

It IS 1 wise ch air man who Icams bow fb control hb tongoe. 
If some cfeaifipcn were forced to sit and bear the trrdevant, 
Dsdess, and ont-of-ptoce comments they make in mtroduang 
fpcakm, the trial wookl be so great many would fainL 
Would that ociyonc who reads this boot, if ever called upon 
to be t chainnao, will remeinbcr that the tudjcnce is waiting 
to bear the speakerf 

The speech of mtrodacUiNi shooid mdodc four dirwons, 
each of which mJ^be i^cual in one sentence 
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2. Enamaate tie fpeaktt* qnaifiatxnB to discms the 
nibicct 

3 Mcntkpo tnyipeaal honor or distmctjon or oceptionil 
ponbons bcii bj the ipealcct. 

4, Grrc the htlc of tie fpeech tsA the ipcahcfi name, 

pTopcdypraoo unce d— DOthfaipcecfal 

Tboe foor dirmcmi are to be nxri as gtudes to tit Speech 
of Intiodoction. It h rtot meant that tie speech conld not 
hare mote than fonr sentences. Some introdnctioiis mi^t re- 
<}aiie more; some, less. Some speaieis need no fonna] intro- 
dnctloQ. In lu^ the should not gire the old 

diebi, “Ocr tpeaiti i>ccdj oo fartrodnebOD.’* He sboold sim- 
pljr present thespenier to theaodieDce. 

Speakers not ktiotrn to the poop need in adeqtate mtio- 
do c t i OD «iid) ^Tcs die ii^ h^ts of then baclpouud and 
enafanice. U h for thh tfpe of tpeaker that the so^gesboos 
CeneraDj apply 

The occ ul ou and the reason for the me eting shoold be re 
fened to not only to enlighten ratois stbo may be present 
bnt also to allow the spcaltt to sense the purpose of the meet 
lop 

Only by knowfng the bjckgroond and eapol ence of the 
spcalCT can the andicnec be eapected to bstea with the fed 
bg that what is said cames the weight of authority Posibons 
held and faotMcs won will aid greatly la obtaining audience 
acceptance of the speake r cod iris message. Be e sp e ci ally care- 
fnl to select the right goalie eatkwa and stress only those bon- 
ers and distinctions wHdh srin fit best into the speech sitna- 
bon. For eaample, i man might be a member of screial 
bdgei and of sercial peofesnooal and edoahonal sodcbei. IE 
he b Ullii^ to a ftaiemal o r ganbati on, the menboo that 
the speaker bekmgs to the same lodge will build trvoiahte 
andicnec senthnent 11. howem; the cndtcnce b told that he 
1 beJongi to a group of Etemy and cdocational organbations, 
the reactloQ might wdl be, whatT 
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M*nj cfuin oen feel tbct in mUodo dn g t ipeeter tlief 
nost the todiCDce whit the ipeiher ptios to ny for fa- 
tiocc, ‘The ipdher hu i wooded mrmge. I ms ti Jh r i g 
a I fellow who beard him ipeik on the tame topic and thh 
tQow told me that the meni^ of oar spciVcr was woitb- 
irhUc. Out speaker wiH tdl jou how we na^ ioa eise ottr own 
rffidency tnd at the suae time be wfO ttH 70a wfat not to do 
tsd ete, etti, etc” Is this stoitum 07 spoJcer is slmost fos- 
ified m to tPiupt iDg a chihrmn and ajin^ ‘Dease let me 
mte coy own speech. 

Sam^ssea a ^Kakct a embcmssed bec ao se his name has 
seen misprcDoonced. Tbe good bsows his speaher’s 

same and abo tlx title of hb speech Both tbosld Ix giren 
dearlj distinctly ai»d with sioocte c ntL mi a sm . After giving 
both correctly the charrmin shoold gncto nl y tmn the meet 
ng over to the person fust introdoced. 

Common sense demands that we do oothiog on tbe plah 
form that meM be difierent from what we weald do Jn a nor- 
Bjal hfe sitTBhoa. For bstance, if we were wilhing on the 
rtieet and patsed someone whom we wished to in li od o ce to a 
Kcompaoraig ns, w: woold oodoabtcdly pro cee d in 
tbe way We voold be si p coe. Onr tone woaU be rich 
tod pfc as ant, and we woold create tbe impmsioa that we 
were We shoold do esactiy the same in introd i ring 

■ speahe to any andknce. 

FToally tbe ef tfi r man shoold always mafn ta ln aodicoce di- 
rcctneas. He ibotild bep looting at the aodleace daring tW 
entire speech of in ti od u c ti oa. Many pamiding o fScets torn 
and looh at the speaher as they ghe the last One or two of the 
istrodiictoTT speech. Tha ft ofta done at the moment tbe 

snf^cct of the speech or tbe fpeika f name is anooimced. The 
c hange in tbe chahmant difc ctne a s nay M it y * tbe tutting 
to mbs wbat be says. Tbe Airman tbonld mmpVtf bb 
speech of introdoctloQ before tarmog and the 

^cahet. Tbe act of formally grccticg the tpealcet shoold follow 
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Orcr Meetin{S 
tie ratdi ci fetiodachTO; it ibiJoH not t part <rf 

dtiinnta dxrald tbai a down «il fct tbc ipcikcr 

fl itfotm . 


Tb* Op«n Fonw and tXsqarfoa 

There ij i y o w ing tendency to open fortnn mectmgi 
pTTv^ ducnnioca in i'»»ininpw>i«, within 
tndtaindfflbT EjA ba » >et plm tod odi fnrtha pbcct * 
definite rapemiiifity on the pteridrog nflicti oc d ua mton 
ifyjiT The fl^TTTMn of tiy^ Tvlom poop dsoiBions 
Aodd be jTffftm- with the nkt ^tining the n^t of &q 
memb oAi p of toy twh poop. 

lltmTty gn open l o nan or pond d hcimi o n hss two pub. 
The firrt h the to me w hat focnal pmenUU m of tdexi I7 the 
partkr p a lm g fpesheo. Each penon on At pood grres ho 
penot of view of the topic bdi^ dacanied. Tune hnnb aie Kt 
tod the daimuti bol^ the tpeaher to tho Lmit Spciheg 
tre calkd in mch 1 wty ts to pro balance to both nda of 1 
c ooboTcrpal topic oc if the topK is a geoetal one, speahen 
tre called mnaliy on the of theu postbon m the cn^m* 
zatlon or group. Thi most snpoiiant raembei speakx last 
After the fonnal part of the forum or pand there Is to open 
rocrtnig. Qocjtkmi may be asked fnan the floor rnemben of 
the pand nay qoeshon eadi other tn t ambnaboo of both 
may tale pbcc. In either case, broe Imrih arc set for the qoc*- 
bon pcDod 

TV cimnnan not only in trod o ces Ac ipcikm hot aim 
•ets as modootot. Heke^ tbe meeting 00 trbritnti- ttarbng 
and cksnig at tbe Arrigruted bmc. Ihitnig the cpicstioa pe 
rtod, he “fakes" qoatiocB from the floor and atsigm them to 
the speaker who seems best qualified to amwet. He also makes 
annanuiy brief iM to the ponit. of the ngoments presented. 
T he sm nmaTy of the open forma sboold contain hi^ ligbfa 
duemted daring the setcon and also the dmnnans tnalyia 
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of rodicDce senhmad based od qnestkms cted. In paoel £>- 
aacon the chilfiaiu ^onld tmnmm te the cont qi ti oo i op- 
beid aitd rioted bj the q>caVm. To both the pi e sM mg 
oflt cer drm ccodtmoDS from what has been said sjid o fT eo 
a stmunary of whit his been aocornpUsbed, 

Tbc leader of the pai>d or fonnn should beep all fotrodoo- 
born short He iho^ seek cnfencs partxfpabon ctd av 
couLige tmud people to fstn m the dhctosion. The wrse chair 
man does not mbodoce his own ojamon. As moderator he 
should be rtnctlj impartoL He interrupts comments b e in g 
made only to ■ danfyiog qncstioiv to bnng ddcusstoa 
bock to t^ mam qaestun, to cure long-wnided Ipeekeis, or 
to make mfontnl s umiuaxi es of the yuo gio s of the cHscassKak 
When possibte, the ebainnan should ar tan g r a picbrntnary 
mec t m g with members of the panel. This pami ts a common 
oodenbodmg of the method and approach to be med hi the 
disoBsan of the topK. hta^ issoes can be diseortaed at this 
prelunioary meeting aod qoestioQS which taaj be asked can 
be anbopated. It is hnportant that pend memben be selected 
well m ad ftt o cg of the meetin g date so that each may hare a 
chance to sttafy nxl give thoogbt to the topic. 

Since the far iim and pand dact m lop are dedgoed to pro- 
vide a large groqp with i^onnaboa sbod a perticoliT topic, it 
is woe to adect only tbc best speakers for the pond presenta- 
tkm. These moo or wotocd should be leaden in tbA Eddi. 
They most have the aperknee and bstlgroaod to ^nstify an 
inritatloo to p aitKip ste in the doemsko. A pond shoold 
hare at least foor manbers and not more than eight The 
pand disensskna ts pi e f eabte who the audiCDCC ts too brge 
for gewrtJ partfapabon. The gruenl stody g r oup or ronod 
table disctai l on is adcqoate when the group indodes less than 
thirty 
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Th* St«d/ Oreup and ttoond Tobta 

There ts one other type of dtsomton gioop to be emmdered, 
the rtody groop. Here there s «n infonmljty not fotmd in the 
more focmi] pODcI or fortnn tDcctm^ The p oi poBc u pthnar 
Qy to malce ■ point den or to call the attentum of the groop 
to a new idea. AH can particrpate in such meetings. The pee 
siding officer should btmg otrt or bdp bnng oat new interpre- 
txtions of the Idea being <hscimed and should also derdop 
new information for farther study 
Tbe roond table dtscpssiop is a plan w hereby all p re se nt sit 
*n*snd a table and d tu- ir t« the common paoblHu. There b 
complete informality do ooe makes a speech; there b fdendly 
give aod tsic in point of view Uke other group roettings, 
however ths pUn should also hare ib leader shoold b^m 
and end at a doi grated time, and accomplish the p ur po se fot 
ahich it was cdled. 

Ttw Owknon of Grwp DtnmJoB 

In any type of group dnowun n the ley person ihooJd be the 
duinnan oc ducuaiou Icada Tbe su c cess of tbe entire meet 
lag rob OD hb dtouldeo. The soccessful chairma p should 
prepare for a group discossioo and assume the foDowrag re 
spomiUhtier 

1 Tbeagenda (or plan) of the entire program. 

2. The tnangement of tbe seating of tbe pand or dacus- 
swn tpealtt aod su p er vm oo of aH other of the 
meeting, 

J- The proper mtrodoebon of the spealm, iwt only to tbe 
•whence but also to eadi other 

^ •nangemenb for meeting and rrrffyt i nttng spealea 
and any honored goats. 

5 The conducting of the quesboo period and tbe summary 
of the points dbcuiscd. 
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The d hcunfo p is respoc iT b le for the qoalit/ tosp^ 
•od progress of the roe etlo g. Most dtsomlocn do not seeh to 
■ctkra t espoo ie ftom i gtreo rodicnce. Tbc^ do, however 
trim plate thlnbn^ offer new ideas, and give mfonnatks oo 
proUems of interest to the locmheD of the poop. The dan 
man, therefore, riiotild keep the discossoo dec, coherent, 
tod on the snbject at til times. He should tOow do Uclexmi 
b et t r ecJi lodindBalt oo the panel tod ihoold prsrest the 
mcetit u from becaming ooe-^ded. He shotild psotidt t hah 
toce Zj e t rr een membea of the diOTmimi groop tod the todh 

CDCC. 

The best method for tearing manheis of the ptnd it to t^ 
nnge two large htto at angles with a tmalkr table 
betwTcn. The eMfman sfts behind the tmall table. The 
ipeaben tit at the Urga tablet. It is wise to pot those advocat 
one tide of a propositkn bchhid one, the t^^pODcntt be- 
faiod the otfao. Him the aodksrce tees tbe nasd spobaa, the 
tpeikea esn tee and talk to each other, and the cha inaan can 
ohsesvc ev^TOoe. 


Evny committee has a cbai rTnan . Jlis dnties are the aame for 
the smaO pocq> as tbe^are for the larg er dh n i asfoD meering. 
The dtrimtaD plaQs the psogram, amsges the rime and place 
of the con i TTif t tc e meeriog, ^ notlffcs all mcmbeia. latg, he 
coodocri this mecring a^ pr e seo ti the findiop of the coov 
nffttee to th^laiger ocgtnriatioo for inch actMo as it naj 
Wish to take. C^nmlHeea do not fornm l atc pohey ntitifs the^ 
hare been app <med *vith power to act*' Most cocunittea 
are a J f h oi j in artigg or are appointed in order to detamine 
w mlLi ic n t for a yarfacolar proposal Complete Htwrytriti q 
should take |dace u committee, and coodcisioits should be 
reached. ^ 

Most comalttee t^ceUnp are long and drawn ont bot thej' 
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need oot be. If the rha t msn gaama bis rqpomflJ rt y the 
tmTI wrhng tboold pl O CCCd tS tmOOthly tDd cSCHTTlfly ts 
tny famtal progrtm. A plan ihoold be trade, kej pomb luted 
in advance bj the chanman, and e v ery member cited to 
pttrtidpate m tbe dacrmiOTL Committees wbidi meet rego- 
lady tod prae n t maoal or penodk teports present these re 
poib thnTD{h tbe rfurrmin Iq cQcb cases tbe report a retd. 
Merit connrattee rqiorts, bowewr am be given orally by tbe 
c hairma n or by a memba be desolates. \Vben an oral report 
is gfrcQ, tbe chdriran tbonld piescnt a written statement of 
tbe comm i t tee s report to tbe seaetioy or anotha l eipumt - 
bte penon. Comndttee c hai rmen tbor^ not be chosen be 
Arae of popolcnty offices held, or beesnse "do one else will 
ttie the Job." Only the best of tbe membership tbonld serve 
as (Jidniw of cxrajttnttces. 

The committee in indcstiy terves a di ff acpt p er pose from 
ttie dnb or fntcraal committee. TTiree, fire; or seven monbeo 
arc detnabie. There sboold not be more than seven or l«s 
than three. Soch indostrial or management committees have 
the foDowiag Tilac* 

1 Provide mifor eictiitn e s with means of obtaniing tbe 
axpeahoo o( foremen and other junior ea ccutr ves. 

2 . Aid in pving proper interpretabem of eextam fauda- 
mental p o li cies, methods, and ideab of management 

3. Affod exchange of ideas before exeentire dcosMiis. 

4 Hdp memben know each other better and to tedoce 


petty fcalomfcs and misuodeotiadjogs. 

5 Soppjy a medhnn for rect^nmng strong men and good 
leaden from within tbe orgudzatioa. 

Often a ccamnittec is cxitidzed for tbe aefaon it recom- 
mo^ or the policy it ad roc at c i . Too many Indostrial and 
hosmcis committees fad to fttoebon cffcctivdy The pnm ar y 


1 Too many commlitea are appointed. (One good groop 
n wcath ten poor ooei.) 
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2. Too many thfop ut dcaded “m conumttee** nther 
tbao by lodrodi^ sothooty (After i committee lecom- 
mendr, the “Entboaty" dcwiei the issue auy ir a y m 
many cares. ) 

3 Cooixmttoes often dmde Eotbanty (Tbm, peither esna- 
nnttccs norntbority fooctum n they sboold.) 

4 Too many problamj are daermed at one roeetiiig. (Tim 
pi occdnre leaves tome imfiimbed bosioess tod moo* 
ben feci tbat the tnoe spent m the meeting was wasted.) 

5 Mcchngs are poorly (danned fod have poor chaunKn. 

6. Committee appocntmcDts are often nidde witboot coo- 
sidenhon of tbe abitrtks of tbe manben. 

7 Too many mlcrraptiom tai* phee wbflc tbe meeting is 
in son on. (Aroid tdepfaooe calls, intemews, or peitons 
coming end gang m tbe room where the meeting is 
held.) 


TW CwJ w — « Ml whig 

Many me et mgs bdd is btomra and m dmtiy today arc called 
confere nc es. Heads of all departments may “bcld a confo 
CDCC** on n rnug e m ait poGcfcs; the di st rict gor cru or s of a 
serrice dub may meet “m conference" there wiD be a "con- 
f a di ce" of dd^ates or anpJoyee r e pi e s entattres. These coo- 
f a e uces are ostoSy dtsensskn groopi mcctiog for the porpose 
of bri ng i n g out fachol matena] or considering the differ 
ent points of view on a probleni. pohey plan, or proced u re . 
Dcctnons may or may not be iracl ie d depending opon tbe on* 
thority of the groop. 

The man caHhig tbe conference is osnally tbe chalnnin. 
He should have a pboTied progam voibcd oot in ad r mc e of 
the mcctnig time, and cadi member of the conference should 
receive i copy of tbe ^enda weD before the me et ing. Only in 
this way can cret y o u e know what is to be ducins cd and pre- 
pare properly for tbe meetnig. The coofoence chaiman 




2. Wbatlitboa^tobetbccKaeof tHedifEiccIty? 

3 Aie there mtaj KJutkmi powfble for toMog tbe prob' 
loD? 

4 Wfatt sohitioii win ntufr the mfl^artty? 

Most conf acixt a meet to ocd to fonkrr to s problem. Not 
ell conferenca deal with problcmi aktoe, howercr Some de- 
tenoine policy Tbe szme qoetticms fpply rcprdles of tbe 
letaon for tbe mcetmg. 

In a confer coce, a in every type of dbciaik a, the leader 
cao keep tpiiiti tttgh tmtyn^ ft>f. parbc^aoti. fa to be 
cocoonfed, wldi a feding of infonnahty and good homor 
Ereryooe diooM bare a good Hmc at tbe meetrog. Dmgree- 
moit tboold be frkpdly not antagonistic. Only hnportant 
pomb tboold be tlr e saci l AH questions tboold ^ aiij wg ed , 
if not at the time of tbe ading tbco smdy before tbe meeting 
•diotims. Tbe leader’l op mi on has no p^ m the discmsion. 
Hfa fob fa to dir ec t and guide tbe opudou of oth e u. There 
tboold be no tUaugui at a o o nfoe n ce . First nama tboold be 
toed. Bbtdbocids and ctber vlsnal aids tboold be ambble 
for any member t (se. 

AH membea of tbe con f oence groop tboold rect a re a writ 
ten re p ort of wiotem action fa taken at tbe meeting. Ths 
tboold be in tbe fonn of a tomnuiy and fa not a statement of 
eveiy word or p o in t disermed. Soro etiinq it b advbshle to 
hare a stenograpber pn‘*' ii t, and In tocb cases a complete 
frtr wr T n a of tbe dtacusdoo may be sent to ereiy monbq of 
the groop. 

Cooforoice members tboold tpcak their minds freely Ideas 
coont and sboold not be bdd back. Listening u important 
Tbe membea diould rem ain seated when speaking and 
sboold talk to sH tbe group. No ooe sboold rocoopoHre tbe 
db cimiuu . If there are qaesbons, they tboold be atVint. Tbe 
rorfting tbotdd not p rogres s if ondentanding of tbe bma b 
dooded in dooht ^Vbca tbeic b db ag reement, it sboold be 
friendly Tbe *'chip on the tboolder^ atbtnde so many * 4 opt 
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•Aea tlwr opinion is w* tminofiitdy *ccepttd ibonU 
iroldeA Pahapj the other fcWi opinioo u wte 
mcnben prepne for that i*rt in the ctsofaencc n modi ts 
the Vr^n Note*, £»cb, darts, aagiiiii*-iny mlocnabon 
»iddi tuppoiU ■ pdnt of tinr a doioiWc. The d acn irion « 
coctercncc u odj the first rtcp m ttdving t ptdto- Thiot 
inj ii ttnsolxtcd. Conferees ibooM be sfcrt, prepared, and 
eo^ fd' opport entity to partidpxte in iD dlscnssana. 


Tbce li one additiond icspotBibJfil^ of the dafanitn. That fa 

to mtA or read *Tm,iwfwmw^nH oc call open mesnben to do 

«X 

The r r mg t an no on eenKPt b a hodje-podjc of inefietliYe 
i pccch praartibim. Most gnmt e r qtin g amwOTcanorts have 
bees either canlesdy vnittssv. many of the essential 

detdb, or they ded with mstenal with wfaidi the chainnan is 
emfcnilkc. Anpo m teemgrts. if read, should coctfonn to the 
(oUoviognleL. 

1 Tbeydsoeldbetypewdttei^dohble^paced. 

Z. They dsodd be pbced on cards rathe than paper and 
tboi^ sot be fdded. 

1. They should contam a statenamt of the tinfe, pTa»i» gnj 
date of the ermt; the importance of the crent and the 
reasons for it; the dtarp or adnmdoD fee, if any and to 
what porposc the pro c eeds will be pren; the bcofits to 
be earned by attendiop and a restatement of the loca- 
tioo of the plxe in team that are famiW to the aod]- 
ence. 

Anno nocem enta often state that a meefaog win be bdd 

at 410 BUah Street. Unless one b with the way 

street nranbes ttm, the eaact locatioo of 410 Bbnk 
^ Street win not be understood. If, bowerer dicannormcfr' 

ment reads At 410 HbnV vi.^ — .i. -i 


1^6 TOTI CAM TAl.r •Witt. 

post office the codiaice wQl bicnr what tbe meeti. 

pbccB, 

4 l^cIlClQIkcc^xzlb diiraiU scpeat \ht bitte cod date, c 
ma]cQ a fot cttendaoce. If tbe DnKnuiceinatt de 
with pnzo or owaida (or a tlnulmce , the wording ihot 
be ot^tnal cod tofiocntlT definite bs give CQ >Qd^oce t 
tense of pcrtotul appesL Assoioe that yoo crt aonooi 
fng t bending match when fardividoal and teem prii 
wiD be ewerdei Say "Yoci ngbl aim will be 
Bcxt Toesdar evening, and if it is better than any oti 
i^;bt arm. yrm mil be p»d well (or attending.*' Thb r 
jests in a djfcmrt ww that tbcie ate prises. Novd 
cod onjmahtr are bciptnl in roflUng effective tfiturets 
menb 

5 They tbooW be presented dhtetiy and enthoiiattical 


Tbe presiding officer should 
1 Start the mee ting oobtae. 

Z. Arrange an adequate stage setting for tbe pfogrtm. 

3 Possets entbonasOT for the condoct of the meeting. 

4 blAe good hrtfo d oct i ora. 

5 Undei^nd tbe f rmefaoos of tbe lender ol variom typ 
of dbeosskm groopL 

6. Understand tbs rc sp o Pi bOitio of a good cxmtmtt 
chrirman. 

7 Plao and conduct confe r cn ee s propedy 

IL Mate tonotmcemoih cffcctivdy 

9 Have a wor fciag hnoadedge of prigmcptarylaw 


n 


Uilng Partlarowrtwy l-ow 


A good dtfaiatt ihoi^ bxw pnlnuucuUry W He d»old 
kuOTP bcnr to 1 »kDc pcopitf *ijd itct^mze &»• nght* mi 
ptrnfaja Hou'^w gnnirog teax jfconld dKUU the use ot 
all fudi ralo- For iraaD groop» cod mfoimal meefatm* a mJm* 
town of Tt^alitwni dtooW be enfofctd. The wuo group 
Vadci, hovtver caden ta odt the ndo and regiUaboos aod 
OSes than if and when occisssijr 

ftrtttmcntary b* b t tystem of regolitioj* pJrermog the 
tnosxtiOQ of bostaess ro tsj mcet iOg cn astesilily It tcc 
ogmxcs the right) of both majority tod Trosonty The ose of 
ToIa Kgol^tov coKoea hooi the Fadt> 

roent ikhkh otabiohed a code for the proper ttoduct of hi 
m ortinp , With Uttk change thoc same y w enri eg tola have 
come doaro ihrcngh the yeta. ooti! today no roeetuig bu an- 
thority mricn ftt act i on has tahen andec the roles of pro* 
te d m etc f TtrPcdbypa d tfmgitaiyky 
The roggarioia »Wcb feOow do not foDy ocplain or ebbo- 
taJe an of the Tolei of pariiainajtajy pncbce hot corer the 
probftms a ch ah man wfH be roost hkelr Every person 

eipcetaig to preside at ineetinja arhfch are goTciDed ^ parha- 
tnentaiy Jaw ihodld become tboron^y tonHof »xih « good 
tert CO pp tia mcotary pTXticc. 
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CuMiltwfan and 

Every ot g tmiahoo iboold have • comtihrtion ffod byJawi 
imdeT which tH barinesj te coodocteil The conUilution 
diould be a ttmiAe rtalenwnt of ihe fmvlamaittl roles of the 
otgUDtaboD md need contarp no more than the aedioixt: 
name, object, monbaihip. officen, mcctliijt, and amend* 
ments. Otha ptov hw t a vtidch teem necessary may be made. 
Bylaws shoedd dehoe dabca of officen. dbetlon or tmstceSi 
committees, does, mee tmp , no mipa tio ua and ^cebems, mo* 
fonty q u or um , paiBamentary anUndty announcements, ms* 
pendoQ of the rtiles, and order ci busing 
The a cc e pte d provitkms of • constitution or by-laws tabe 
precedence ores any pcdoiDcsitaiy pccrrlsron m^ndiof the 
nme ticoe. The constitution of ti» gicrep h t^ tnthodty 
which Bu r am the me of padiamentiry bw in that group. 

Saxe the me of an pshamentaiy hnv b e omn ed by the 
constitution and by-lcv^ S b essential that emy OTpiti» 
tion hare a co us t l taboo tud by4avs whkh are «rodcabl& To 
nhntzfte, many by-fawr make no provrskm for the t mp c ml on 
of ndei, yet hi meeting aft« m ee ti ng, motions mav he made 
to SQspend the tulea. Senoe there u no ptovi sk m (as there 
ihoold be) for nidi saspcmktn. aery swp cnsioo of nlcs in 
that OTgsmzation ts, thcc^kall) out of order and (BcgaL 
%Vc do not msh to coedux tha ferae. Natinany if *n entire 
OTjamtation b willing that mks be s u spended, the total ac- 
bon of that group gi^ aotlionty *0 make such pispermoo. 
Tcdmlcally the wga nttstbo should cstaWish a by4aw to 
provide for a padbrncDtary way of ruspcndiiig rolo. 

Tb« KdW •! O m irni CoowC 

Another factor pncming the nse of pariumentaty procc- 
dote. Is the ndc of general con -nt Thu ptoce d ute alknrs the 
thaiimm to say It there b no ub,;etii>n, I u-id di-cVm: the 
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minotcs of the previOTa meeting jp^nmed ts read." Then, if 
no one obfe cU , the imnalci are cnanimwnlj’ approved pat t$ 
if a rote had hero tiicn wrtl the ayo and noo dciiitcd m 
the tanal %ry The rule of eencral co meot , used jodiciomljr 
helps the meeting to progren npwlly and tvotdj btehenng, 
Thh rule a best used id gtcDpi wUA are rather tmaD and 
whose htaioos lnvol\-ej nothiftg afferttug any other organfa*- 
tioD. 

The rule of gene ra l conaent p iaup pc aa that the diair haw- 
mg an adequate knowledge of the wnhea and opimons of the 
mcmbenhip, takes the steps ncecssary to bring about desired 
legtslatkrn or acbon. For example^ a chauman might tense 
a partk rulii hebon of the ugjmi jtt oo wus ^aunorg to 
oppose a TTscamre whidi the officen and a maionty of the 
memben desired. The chauman im^t rtabzt if nn- 
hmlted debate were olknrcd. those who CF p po scd the measure 
might defeat the desire of the ma|Onty \Vith this is mind, the 
ehinnan could apply the rule rrf general consent by tu g cit 
mg at the start of the mectnij^ "If there o no objection we 
are Imuting debate at this meeting on the qotsboc of meas- 
ure X to teo mlnotet." If there is no >TP»ctd objection, the 
group has given tmanin w u s consent (gcncal consent) to the 
chairman s proposal Tho n perfectly legitimate. The acbon 
rt equh-alent to i membq offering a motion to limit debate; 
this motion hehig seconded, the ashing for t 1 r vTK ^W > n- 
the chan pottmg the rootion lo vote; a role bemg taken, the 
announcement by the chair of the dcasxm; the anaounce- 
lacnt of the pasugc of the motioii. 


The ctmsbtuboo and hr-liwi shonld contain on orda of bem- 
ness. A t)pica] otdn of busmen would indode* 

I Can lo Order 

2. RoD Can (not uswtial in nro-pohlJcal organimtiom) 



3 Nfmotg of pienot a ir t e ttio g 

4 Treasumirtport 

5 RqjoTt of StBTKling Co mmit t c ti 

6 Rejwrt of Spcdal Cooumttees 

7 Old Butmes 

B, Sccsctary I comspoodeoce 

9 NewBorioec 

10 Elcdioiu (oolj tt tbe doa^tatcd hme; K Cw du ig to 
prormom of (xroshtotion Qod br lain) 

11 Adioamment 

UoBsiibcd b urin c M b that bmmm oot srtcd npon tt the 
last adjourned meetm^ This onfinishcd hmiu e u ^lonld be 
tnafn qo e sli o m and amoidmenti not to te d upoo tt the pre 
vrooj meeting aixl carried otct. Uoficbhcd harness maj also 
be mobom t(h>ch have been p ostponed mrtil tbe oat tched' 
aled meetin g. In xny ose, all tmfaisbcd bosmess from t pre- 
ceding TTvetmg tfacmM be toted upon at tbe next i^nlar 
meeting 

When an o tg a m abon k ready to tabe op new badness, i 
definite procedme tboold be observed. Tbe aeqoaiee pte> 
scribed by pad lagjftttarykwk 

I Tbe Bomb obtained by a member 

Z. A moboo b offered by the membet. 

3. Tbe motioD u seconded by a menbe and now b re- 
fened to as tbe qnesdoa. 

4 Tbe qnestkn b stated by the ebain 

5 The qwsbonb opened to ddMte by tbe diaii. 

6. Tbe qncstMab debated by the membecL 

7 Tbe question ts pot to a by the chair. 

fii. Tbe qocsboa b toted trpon 1^ membeis; the chdun a n 
totes only to bitak a tie. 

In this pio cc datc wc dtonld not only me tbe tebTriqoe pre 
Ksrbcdbypadbincntsrylaw bot obseste tbe fonn as wd 

I Tbe tnembci ibo and addresea the gMi^ hb 
came if be is not known. 
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2. He warts nnffl the dak l ecog na a ban by allnig bun 
tycamc. 

3 After recogmboo, be presorts the matter of business. 

4 He offers the motion. 

Once ■ motion has been offered, it most be seconded before 
ft li presented by the ch air for diScmsJon. After it b seconded, 
the chan repeats the motkm (or mrtrocts the Seoetary to do 
») saying, "Yon have heard the motion. Is there my discus- 
sion?" or "Tbc question is open for debate." From that time 
on, tbc mim motion which has been offered and seconded, 
stated by the dnir and opened for debate, may have many 
tbingi hap pen to it, all of whsch come wrthm iint provisiorB 
of pailiameirtaiy Izw cod pncbce. 

Oa Bt ft m fton of MeAora 

Motioos ore of foe dasscs: tnbsdkty modgntal. 

pcMlefed, 

A mail) motion b cs any matter of bmmess wbkh 

b bang Introdoced for the first thne before any meeting for 
the purpose of debate and action. Any pro p o sa l or action 
sought from any group, affecting that group, b a malts of 
new basmess, and becomes a mam mcitioQ. Only one main 
motion at a hme may be before any tssemUy for the purpose 
of group action. No oths mam motion can be in trodu ce d 
until the prenons mafn mobou has been disposed of. 

A mam motion may not mterropt a speaks most be sec- 
onded, u always ddnbble, re q uires only i majority vote, 
and may be renewed at the next adjcdolcd session. AH otha 
types of moboos can be apphed to ft. 

SnhiiJmy rooboos arc defined as those which may be ap- 
plied to tbc main motion ind which sect some moificabon 
or ipcoal dbpemhoo of that qaestbo. Srnce tnbsKhary mo- 
txna always relate to the mam motion, they are always m or 
dcr that b, they may be piry i sc d asd Tded upon before the 


TOW CX* TXLT WXtl, 


To(e OD tbe tmm qocxtksa. Tbcj ippca ooJy ifter ■ mifn tiM> 
tkm bo betn ot^c tod tecoiwkd tod opened to debate. 
Tbeie tie t noraber of snbodkry tuotioia. Etcb ho to orda 
or ac qneDCe of precedoice; that ix ooe it a hi^xr nakaif 
motion than the otbei. lo the order of tbcir j^nleiKS the 
tohsidiaiy motiost are* 

1 ToPortpoocIndeSnftdy 

A. Tbe object it to kin the main motion. 

B It cannot be applied twice to the lame ntam motion 
In tbeiameaesDOQ. 

C. Itr e t juirq aiecond. 

D It q not amoMiable. 

£. Ama^orftjTotefa re q uucd forpao:^ 

F It b d e ba cle. 

2. ToAmeod 

A. The ob^ b to or raodjfjr the main motfon. 

B Ameodmenti ajf be made bjr (] ) addbi; to the 
main motion, (2) rtrildni; ont worA and letcrtiog 
newWTxdi. 

C. An emeodment mart sot ^ Import 

of the mam motion. The ame sdiacnt tot/ be op- 
posed to the xhn of the mahs motion bat muU be 
reievant to Ibe mxbi motion. 

D An amendment reqnbaaRcond. 

R An amendment mar be amended bnt there the proo- 
en Dimt stop. In nei) ata the amendment to the 
amoidmcst b voted apca Bttt; then a rote on the 
amendment as amended b taken. 

F A member toaj amend bs own motion. 

C. It b not occeserf to obtain consent from the malxr 
of the ongiftal motion before maloj an amendment. 

IL A majority vote fa reqabed for panafc. 

1 Itbdantable. 

J. ToRetetoCormnlrteei 



in 


Uiing P*rittiDeni*i7 

A- Tbc object i5 to illow »ction or itnd^ by « ap- 
pomted, special, or ttindrog committee. 

B It requires a sccoikL 

C Ituamcndahleoolyajtotbcmotionltself. 

D It u debatable. 

E. A majority TOte fa required for passage. 

4 To Postpone Dcfinitdy (to a filed dme) 

A. The object a to dctcnmnc a tnx>c wben tbc main mo- 
tion win come trp for ditentBon and actioo tatber 
than permit ddtate at the present time. 

B. It requires a second. 

C It fa amendable (ts to time of meeting only) 

D It cannot be postponed beyood Ibe Kco^ meeting. 

E, It fa debatable. 

F A majority vote fa reqoired for passage. 

5 The Call for Pienous Qaestion (now known as the mo- 
tion to Stop Debate, nomtilly ofieied by the meinber(i) 
ibonting ‘‘Questwo’') 

A. Tbe object fa to stop d^te (discnason) 

B It demands a rote on the nmnabate question bang 
doomed (the qoestioo pending) 

C. Itrequlraasecood. 

D ItfanotamendaUe. 

E. It ts not debatable. 

F A two-thrrdj rote fa required for passage. 

6. To Lumt Debate 

A. Tbc object Is to htttry business and are time. 

B It Itmib debate, sets a definite tsne for each mem- 
ber to talk, or sets a time at wbicb aH dfbjt c ttmlt 
stop, 

C. Itfaameodable. 

D It « not debatable, 
k- A (ro tliirdisoteii requir'd (oipsssagc 
7 Tuljyontlic'lablc 
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A. Tbe object ij to HU or xetJoa oo f mtb 

qoestiOD. 

B. Jt JojDJj t a i jecoad. 

C ItisDOtiniendahle. 

D U is wA ddataUe. 

E. A ctf pn ty Tote a l e quii t J for pBsnge. 

8. To Take from tbe Table 

A. Tbc obfect is to bnof tack for tbsem s km sosofthm; 
wbicb hn prevTOosfj been tabled 

B. Iticgniraatecood. 

G. It is oot coKiKbbtc 

O It is sot debatable. 

E. Ams^ofltyyoteisreqaiftd forp mag s 
Tbc foor rootions— to call for tbe p r ev s Ka qu es ti o n , to limit 
ddwi te ; to by oo tbe tiUe. end to take hvm tbe table-ere 
DDdefaatable end tboold be pot to vote tbe daerr IsuDcdk 
ctdf after they bare been cod secDodeil 

of tlM nbsidiarf tootiom bjn its own acqoeace of 
preocdence. Tbe motkm with Use higher mauber lakes pre- 
cedence orer that wtdi the lower nomber For aomple, dls> 
emsion might be held on tbe floor on motion three (to refer 
to committee] wben aomeooe might ask for r reog niti oa and 
more to Hj on the table (mnnberseren) Tbe ^ that seven 
b a higher ranking motion than three simpljr means that a 
rote hs to be takoi on d>e higher zanldi^ oxkloo before one 
can be taken oo the lower motioa In riew of the fact that 
seren (to on tbe table) b oDdebatatJe. no dhcuniou can 
be hdd- a vote mmt be taka «t once: 

locUoTtal motiocs are defined «s those which grow oat of 
something which has ha p p e u ed hi the meeting. The7 are in- 
cideiita] to tbe mectinf p rop q and hare oo « [ ■»>*■ 'll sequence 
of pre c e d ence with reference to each other They do, how^ 
erer onbank all maio or sofasldiary motom. Incidental mo- 
tiosscre; 

1 To S usp end the Rnks 
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Udng Pgrfijjnoiiary 

K Tlx: object fa to do tooidlmit then md tine tiiich 
n not iDowod by the nila or byiwi of the otgrafi*- 
bon. 

B It Tcqaira a fccond. 

C. IttSDOtamendaHc. 

D ItbootdebataUe 

E. A hro-thiidjvott Urey uued for passage. 

F The OTBfatuboa cannot be capended. 

G Tbc T*Tw role cannot be s u sp en ded twice in tie 
same meeting. 

R S otpcp sio n of any rule ts effective only for tbc pa> 
fignbr of bosmeas for whidi Ibe role was soa- 
pettded. 

1. ToWrtiidrtwaMotion 

A. Tbe object is to lemtKe a matte of business from tbc 
Boor to prevent any iclweme to it bi tbe records 
of tbe group. 

B It may be offered only by tbepeiscmwbotDmedtbe 
odghal motioa. 

C. Any motwo wWdi fi wubdiiwo has no refcreicc 
listed in the min t it es of the giegting. 

D It does not reqnne a second. 

E. ItbnotaiDeiidabfe. 

F It b not ddiabble. 

G UreqauesaPQjfTrityTOtefm paw^ 

3. ToOb^ecttoaConndcntionofaQaestjoo 

A, Tbc olTect u to prevent acboo on a ques ti on which 
appcaa to be inderaut or enw o rtby rf tbc or ganla - 
biA (It cannot be raised aha consideiation has be- 
gon.) 

B. It does not rcqmre a second. 

G It b not tmendabie. 

D It b not debatable. 

E. A two-thnds vote a regmipil f» 

F It may be offered only on tbc isaiD mobon. 



E. It II (WatiWe if tte motkm to be reconsidered w« 
debatable. 

F A mi}OTtty vote fa re quire d foe pamge. 

G Amotion to tccorvtidcf most be offered other It tbe 
meeting when the or^usal 0011011 fa talen or ^ the 
oezt rcgoiir tneehi^ 

H Notice may be gfacn «t the meetmj at which the 
vote fa taim that • more to reconsider wiD be nr 
trodoced rt the nest meeting. If tocb notice n gimi, 
tebon on the question is mspended notil the sofa 
meeting. 

1 . To Resand 

K The object fa to lercnc the dtcisioa ifait testdted 
from the pass^ at • mottov 
B Itreqtnresisecond. 

C. lefatamdiUe. 

D IcadebatiUfr 

C. A mayootyTote fa re m rfred for passage. 

F A motion to resoM may be offered DO matter heir 
oid theqnestion mtybo. 

C Aaotiantoresctodbalvsyiainafaimotiom 
Tbeae tdditiaaal s ogg e rtk ao are effeed for padfaznentny 
p T Oc ednre- 

1 Yon offer moboovYoo do oot make sootioQS. 

Z. Rise and tddcenU< chan to obtala the fioot. 

3 IXmt me the phmae ’TSaidadj'* the c o c TCct fonn fa 
Ch a frtran ** or *^ladam President'' 

^ Yon do oot fare tbe privilege of the floor ootil the 
chair recogofaei yotL 

5 A motion d not open to debate mttQ tbe chair has 
stated tbeqoestioci, 

6 . Ddwtesbonld never nrean abose orndicxile of aooffier 
member. 

7 AQ motions which are debatable are nnendable eacep t 
two to postpone fasdeffofa^ and to tecODSider 
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Pditomtsy Lw 
a. Mjie commiUw nnaD, ptcfnaWy tinte to fire man- 

to taWe the motion th*t the committee t report be ac 
c ep te d or le^ected. 

10. A comirartec of the whole i* a mcetmg of tie whole 
body The ptending offica of the mcetmg n ncre the 
rlrtirman (jf the comittittee of the whole. Someone who 
hold* DO official ponbeo ihoold be appanted to act as 
chaimmL Only three moboco may be offered m the 
co mmit te e of the whole 

A. To adopt the qoabon on winch the group wait 
into the com tmttee of the whole. 

B To amend the qcestkKL 
C To ri*e(»3|ocm) and report 
11 Vota c*n«* be oidared hence art nem recorded 
h a eam u r t ttee of the whole. KoO^ng ts made a mitta 
of record acepl what b (oncaBy reported bock to the 
tssemUy 

IZ. No committee ad^onnii. It OSes. 

13 A motion to adfomn shie die closes the seidon and do- 
fohxs the groep. 

14 Any member of the tsaembly who has obtanted the 
Boor is h) order if the motion he propos e s (A) b m- 
odental or purSeged, (B) Is of a leqocncc than 
the motioo bemg dts emseJ . 

15 Any member may move to tale from the bble or to 
reconsider hot only the member who offered the mo- 
tkm may more to withdraw 

16. The chan votes only (A) to break a be, (B) on a rcdl 
call, (C) by written ballot 

17 The chan cannot cast a deciding s-ote by ballot I tnrast 

preserve the icctccy of its haBot the tame as memben. 
IfL Any dtfsathfied roemba may appeal from the mhng of 
the chan in a point of flcda If ha appal fa seconded it 




IsS 
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Urinj PrfiaDCDiiry L»ir 

molt be pot to ID Qjmedjjtr TOte. The ch*ir mfly pot 
the point to vote beferre *n appeal. 

19 Donng the qocst»oii erf whctbei an appeal fa in oida « 
oot erf Older the chaft may icixj ir advice from inem- 
bca but no ooe haj the ngbt to debate the qaeition. 

20. Tmaict aH patiblc bmioca m the meeting by rote 
of aye and na Thrt u ao gg e rte d became a baBot vote 
bang jenrrt cannot be changed. 

21 hiotiom for office do not reqnue a lecond, 

Z2. The chairman ihooW alternate (in recognmng tpcak 
cn) from thoje who cppoic aod thtne isho agrtc. One 
Side thonld never coohoi the d ociBn on. 

21 No speaker shookl be allovcd to speah more than 
bnce trpon one qaesticn withoct the consent of the n- 
temblj 

24 If ts^o or more persons try to obtam the Boot it the 
same time, tod ooe has oot yet paitsapaled ro the pro- 
gtam,he tU onld be pi’cn pstfcre o c e . 

25 The mle of general coment expedites progre as orf bml- 
ness before the meeting. 

26. If t tingle member objeda. the mle of general consent 
cannot be enforced. object ion dema nds i vhtc. 


* A« Mnnkacnl t* vs cn«o< be 

* 1 1 bUt IW tholt q«ntx« «>lk It 

bqofcd tet»d nnUof II <^Mba» emot be CoctsUotJ 
ll dc«C''^tcd ■ MHt b« pAlpOMl tptx. 

* ri^ieit •< o*>r 

* tkSaie tnd oUus • »«» 0* tw .mboft. 

' V r«lf»i?J at tbe me » Jy Out rf ■uy be 
e«e •to c4cted tW nolioo m »ithJOTlL 

■ bw «ktbipfc»]iiUl4«lidtiabIik. 

>• a Uu uA« « <4 Pwaejt. DetSded by Hu 

** ton iiw drkitr ** I miu Cl! 0»Ja a *> Wfced. 

" Ai to u»e Krt ch- 

^ •d}ewT»eti», B iTfiitm of nkc C to mrt 

wnUtiD Soul, tow, UuUe. * 
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27 If to organ mti on doct not meet it lost q iart g ly il 
nnfinabed bonnes it taj one meeting b lotanabcall] 
dropped and nnst be mtrodpced tgmi u new basocn 

28. Tbe qnomm sbookl alwayi be detondned bj refercoa 
totbeby^awL 

29 Don't offer a mobon io a negative form. 

30 Roks can be ttBpended cni^ when bj^Uwt mate md 
ptoviaion. 

31 To tecood a motion, one need not me and addies tbe 
chain 

The chart of tbe leqoenc e of motions on page 130 provides 
a ready refoence to hdp tbe chanman or monbet learn and 
ose of tbe nnpoctant motiam. 


To beep tbe aveuge groop qc w ^ i io ded atber than erowd- 
tninded, tbe chanman tbowd know p a riiainea tiry bw* 

1 ^Vbeo moboQS are ra ordez. 

2. \Vbeo they are debatable. 

3 What >-Qte fa req u i r e d for tbeir pamge. 

A How to me tbe rule of ^loal consent wisely 
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(hmnhig 


Tbc oc TTwrhng is ihc iDort frejocnt ip^uJi 
rihaboa. Ptriwpi flat iiifiiy tbctt i» no otba Bhabon m 
irtuct violUJotB of the prinopio tSaiirt ipciling and 
co m mon lense m more recmreoL Few rea l i rr that the phn- 
ning cod tnangements fot <nj ban^joet oi dinner meeting le* 
qabt tnhtmg ccporicDce. Plsmisg ■ prognm thoold 
ncrer be nndiertiLen cssaaDj knowledge, commoo tense, tod 
aULty to pin i tbrtPfT meeting ee r eq nnftrt if Ux nwefang 
b to s sDccexs. 


laiqwf CfiMMliH* 

The i Tc u g e cm i iu ii ttce on tnangements knows little aboot 
plmdog 1 dmna mc e Uu g. Mcmben are sdecttd (or an; one 
of a Domba of reasons, peibt p s because tbc; can tdl tickets. 
Man; committees are appointed with or ei lapping respomi* 
bilitka. It b never necessa:; to bare a dozeo consmUees, nor is 
It nemm y to hare one hrge committee. A group, re- 
tpomible foe tQ detaib of tbe d inn er meebpg, tbonJd be ap- 
pmnlcd. Tbe membealrip of Ihfa poop SJOoId be men and 



TOO CA* TAAX •WXLI. 

women who *1axjw the Bfa w m .” They jhocid posxss ay 
etjjr uBtatJve, knowledge, c ip cri en c c , *nd be sufficiently b- 
drodoalistic to brre do fear of ovcrmlmg tndibon Sack t 
conmuttce will goaiintee that the jdanti^ dmnex medial 
wiD be njccessfoL 

It seems to be on accepted theory that all banquets fie 
sta CO ty p ed, that they mwt always appear In the same drcB 
and with the same cdorrag no matter where or how often 
they are held. If a conmultee ananges a banquet, the oeit 
time the orgamratiOE bojdi a dfamcr the fame conimUtec fa 
^pointed farmuHy tod the same genera] detaflj of pnxe- 
Act are followed croi to boUmg the affair in the fame 
room or temng the aarne memt. 

In a recent cbeckAip of ninety banqocts it was Fotmd that 
all hot two started from twenty mmota to two homt after 
the tchedoled time. The fa mUn a ste a of eighty of these dm- 
ca meet fng i attempted to be the *life ^ the party** at 
tonpted to tdl fem^ ttorks which were oolher ftrony nor 
wdl told, and spent from three to lea mmuta mbodudog 
each speaker The committee on an an g em enta for each of 
Q>ese ninety meetings bad pboned pro giu m that pro r e d too 
long, tw q rty -thiee of the p e o g m i a rmudng wdl orei three 
boms. In Only three esses did the speakers observe the tune 
limit fhm to them. 

Emy pic i gtani had too many ipeakeii, too much entertain- 
ment E»A w« jdanrted, apparently to ofla as mndi as pos- 
siUc of ererythlng earcept good fo^ None of the banquets 
was serred wdl. In iwroc was the mxal dlher hot or appctlz 
log. Fruit cup, tomato toop half a btoOed chaken, peas, 
French fried potatoes, lettuce sabd, brack ke cream, end cof 
fee made op the meno fa slity-three of these dinner meetings. 
Too muda group smgmg, too many Intxodnciloin, slow sctT' 
ice, tnd horseplay or pcjKmaJ taldcs b et w em femtmaster and 
aodicnce cenbfaed to make most of these ninety m ee tin gs 
TCrysad Indeed. 
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Rnnning Banquetj 

in alert broqnct committee for any one of the mcetuip 
would have gimantced a dinner both dcliaom and wcU 
jcned, a piog n m that would hive been tdeqoale and enter 
tainiig. with a toutraarta who would have done the fob be 
wo wppojcd to da. The famtn a rtc i ihonld be the first pci 
ton dw»en on the banquet committee; he ihonld act as chair 
man of aH pieEfninaiy atrangements and ihonld be tbc re 
ipoonble authority for ** running the banquet" 

If 3 banquet is nnsatisfactory only one person, the toast 
Tna Tt r r is to bhme. This indhndoal ihonM be idccted with 
great care, a dictator who will rule with an iron hand . He 
ihoald be qualified by «pcrience and training to gather np 
loose ends and present • bnupet sensibly condocted. 

There ite certain or^nfaatiom in which a toastnuatex 
must be selected m riobtion of accepted pnnopio of good 
baDGoet anangcmenL Tbe positkra ©t pt es^ of a certam io- 
dMdusl autoouHcally estabtbbes him as toastmaster In Una 
tihatioa, most of the work Is done by robordmates. and the 
toastmirta merdy presides. Tbe result b a dmnon of aoUiot 
ity and a wxakcobg of tbe program, and the situation ihonld 
bearorded whererer posnWt 

The chjuman of ona ngementi in this tUuabon assumes 
most of the duties which should be perfonned by a toast 
DurtCT Tbc dutmun yidds til control after the speaking pro- 
gram or other enlerlauunnit b under way Frequently good 
atrangemenU by the committee doinnan are niiocd 
the traditionally seieeted trmtmartci feeb forced to glorify 
the portion or prestige which led to his idccbon. 

If tiadiikra requirci that a toastmaster be selected bcciuse 
of lih position then the c hahtm n. who was idcctol on the 
ban of nig-alionj prcriousJjr proaitcd, should IcD the tout 
nustcT whjt hrs duhes are. He may not enjoy “being tuld" 
but tbc aodicoce will en|oy the dmnet more and tlm ihonld 
be tbc patamorml and goidmg thought of any dmnet meeting. 
1/ mere itw one omuniffcc b appointed, as cmtoiD scans to 


decree, then the toastauster be i moober of each coo- 
suttcc. 


DuIWi of rW TeasrisoaMr tnf Iho CoMnlM* 

The comm ittee aod the t tmUu a ata oot only tsstnzte respomi- 
bdity for tll prehmuiaiy ptaos for the dnn^ bat ilao male 
£nal a rui ig o peota for tlu meeting. The co mmrtt ee ihooU 
meet to de t ennme polaqr the toastmaster, as the coc u rnttee s 
r e yi e amU tire , thodd the pobey into opaabon. Under 
this anasgemort the toastmaster aod the committee d)oold 
aarnme serenl obhgztktos: 

Fast, stsrt the mecHng on fane even {£ there are only one 
or two prescst at the sorted boor InraruhJy there be 
many p i acnt at the boor of the banqoct \Vbj is ao tmxh 
mote cODudeabOD gfren to tboac srho come late than to 
those who are prompt? 

Anxoge the itctm g time of &e banquet at m boor some 
what later than the tmtal dinner boor of the goests. E%ht 
o docl it not an cmnraal bme f« the start of a banquet 'Hu 
hour makei ft possible to anan g e a prrinBbaiy rcnptkm or 
aebrity and stffl gm those in sttcscbncc time to dress, to 
amn pe for the h^ Sitter, and to bard to the place of the 
meeti ng. 

Gocst tpeihers iboutd ttiive before the schcdoled tune, 
and it it the duty of a tozsbxmter to male sore that inriled 
^K-aVrti are In the bxoqaet rooci on hme even 11 be most 
nsd somcoDC after than. 

Committees soaetnnes hesitate to start anti] eretytme is 
pnsent b ce a nse the ao r ge of the med will be defined by 
l O T u ig btecomea. Tha can be avoided by i ostiu c b ng tbe 
hodmter that any latecomer wfl] be serred with tbe coarse 
then on the table. Tbe bold or restamast litchen it osnaJly 
ready to tore the dmoer oo sthednk. If tbe basqiset h 
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jckedolcd to rtirt tom, ttie fa prcpmd to 
firtt ctwoc »t tercn. The htcbm onwt ^ tm^ 5? 
qod rtarb before prcporiog tbe food. \S tt>e 

oilj for jfeah (0 be tody tnd lawd It icrm fortfwe, nt^ 

itobarcre>dfttte»eDforty-6ve. ,, . 

There fa jddem tnj pod tca«m irhy a banquet nw^a 

rtart It lb icbisialcd trme. \Vbetho It docs n bigdy dcpoii 

ent OQ the ibihtf of Ibe UmUimtcx. By rtartjng ® bme tie 
committee meani the c art tone, not frre nunntis after ct 
mmtrtei after the tnncnniced bom- If the fiat baoqoct rtartj 
on lets Kttf of the grao^ will h»5 present. 

If (here a a accood ban q oet, and ft a anwwnced that ft aho 
win ttart on ttroe, the cccond banquet will probably End 
ertiy member tbcte at the grrea bom 

fro^ ft<jpc p» t FodSllat 

A second obhgaboa of the toastmaster and the banquet com- 
mittee fj to tdect an adequate room with proptf t a rflrt faa. A 
hi a qo ct cw anif t t c e iboaU i te m talce the room sebid Qie 
hold or re sti nnat offen, tij^t r a oe m . The ptocedme dsonld 
be lemscd. Tdl the botd or rtaUmant svbd iS wanted, and 
if these tocomr Dodatktns are not rraflabfe, go dsew bae. There 
ait tnoaHy three types of rooim araflahk for banquet*: the 
smull square room, the small Tect an gpla roon^ tod tbelai^ 
rec ta ag ^ tuom. 

The smaS, squie mean should be med svheA tire banquet 
group fa tm aB. Twenty to thirty-five pcuota cafl be seated in 
toch a room mmg what fa bwwn as the “square seatfaj** ai 
nogement Figare A shows the tnaneancDl of the tables and 
the suggottd TTKahod of seating ipeaken and guests. TaH« 
Anold be moved fonrard a snSekst froni the hoch 

«^to aBow ease to serv fa i g . For this type of banquet tr 
oogement, cham are ot^ used ca tW nssjde. 
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Tb? toffos it isec? (PiTcrpf ntoftaf tt 

nmnbet from thuty-five to jcrenty^Te. Tbt tabla miy be 
■ranged aslnj atb« the *U" (F^ore B) or 'T^ (Rgnre C) 

If the *ir form h osed the aodkst^ gpp r o adiea i 
Urper mnnbes yoa ihooJd ‘Tueal" jrmr n fn Flgme 

D This bretV is the kmg table udj »en-ice and maka it un- 
necessary for waften to malt behind the entire loagth of one 
side of the taWc to serve per»o« seated at tl<e tetbeat point 
from the hitdien. 

The toastmaster tnd speaheis should be seated at the point 
farthest reroored fitan the Utdiea w semog pantry If bWo 
arc plxcd loo dose to Ibv tt'alls, guests mnit constantly be 
dodging fonrard to avoid acadcats as the carter mores fnxn 
DOC dmcT to the mt 

[Tan so that sufUaent room Is awibbte for Uie gnests at 
any Ublt If chain art loo the enhro tipention of at 
ing becomes tedtoui. Dining should be enjoyable. It cmnol 
be pJwTuat cbm one dtea b {jmmed so h^htly agahat thf 
next tlul to at roqoira each to dig the other with an dbow 




1{ tnoreipoccb ilcsiraWc, Vme an crtn taUc irt ttp A^‘old 
Jdting plates it pbca «bae the djntr hu a leg ot »oo«Jcn 
hone to jliaHle. Use common kto< in arranging pbea at 
IIk inner table. TUe Indmiltal allcudmg ■ banquet hu 
probably pad lor Us dmoa tod iboold bavr plenty o( room 
hi rnUeb to eat it 
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1^ tocKD ^allrooo- 
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u- meecsted io«® *^^*'^j*&e*ipcflko 


141 


ta Iht corarilte to Vwsigc ^ to 

erf rfUi^ a D<* pnt rf tie propm. Invited 

Bwe -who ntej itefc tepo* oi mooraicaiiente, mo toe 

toBstnajte cccnpy the bci title. . ^ 

Goob di boocr, nay be nmttd bat hare no 
part in tbe proptm, AwiM oaaipy wb of honot. Th^ 

dioold be jetted tt tpeoaDy pw<?idcd placo, iriddi trt mdi- 
cited in etdi of tbe 



SI— eta IJibt e( b TaiiM3M«B>-Ct)at rf 

S— ^ Ub ^ Sot^ Cool «< flaia 

sv-cr« fW it n>— TM C«E* (4 Ikw 

t4— (To tb Ub of C >-ra«A Cwa «{ IkM 


At tbe speaben* table ttie bchia o< postion, tnd len- 
famty detmma*! tbe t e ttmg rdatbaa hip to tbe cs left of 
the tott rtJn ai te L If there are foor tpeilra and tbmii no tpe 
oaf djttioctioD between dietn, the oldest xnan dicrald be tested 
at the bmnedtate i^it of dte toaat i mjtg Tbe m age 
ihonld be (eated at the tnonediate left. *nie thud oldcjt 
vonldbeat fte hmnedate d^it of Ac eldest tbe yoon^ 
est man 'wtjold be at the immedflte left of ftie te t rmd oldest. 

If the hanqoet h a co l lege ^in at fAuch the presidart, 
temoc dan, tenet jxofexsoc, cod newest in s truct o i arc In- 
cited to jpeib, the pTcssdcQt ^oold be at the d^rt, ottA 

the tenWT don at the left, of the toastnmtei. Tl* tenkc pao^ 
fessot ibonJd be tcited at &c ri^t of &e presldart and the 
yooDgert intrttttor at the left of the dean. 

If tbae fa a guest of boaoi ciba tt to addsesi the meebn^ 



Foe the hrga tod more foinal buiqact (one bonditd 
guest* or mow) t large lectangoiar room dioold be wed- Two 

type* of leatiiig may be cringed in the i reiage Wlrootn. 
F^iore E ibow* the tTTtngemept of rcctmgnJtr tabic* rtm- 
Tdng the wtdth of the room and Figore F ihow* the we 
tm»11 roond tiHe*. Tlie •eatmg ftnangesDCOt i* ibown in Fig- 
are F is recommended for drelcBcx banquet 



Id each of the n igg et tc d room amngcmcnb there is t 
ip a be rs* tabic od only the toastmaster lod the tpcaben ce 
pl ac ed at thn table. Hie speaker* table b the jdace of boooi 
end is not intended for ge a cra l guests. Nor iboold it be t 
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lot tl* commnttffr. to loange md rdai from fts “Leary 
woi" of prepanng tLc dimtet. No ooe iLooW be at tLe speaL 
ca tiLlc r»bo b not ja^ of tiie program. Invited ipeakea, 
tLoae reLo may rotate reports or cmoiiDCemaits, and tbe 
toEtmastei occQpy ibeLe^ tib&e. 

Gocsts of Looot, wbo may be inrfted bet have do formal 
part fn the program, riionld occupy scats of honor. They 
iboiddbc seated at specially peorided places, wLidi are mdi' 
csted m each of the figores. 
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r>.(To Riibt <i Om TibiITiii) ct Hcm 

fi— (To tlH Ldt cf tfa Seairi Catt «f Hoeet 

SV-^o tlH UtW erf SI]— Tbkd CW of Bcivr 
Si- liia (rf S2 ) -^Toott CMt erf Bmv 

At the speaben’ table the foctoia of age, position, and sen- 
fodty dftnifttne the s eatfug rdatronship to the nght or left of 
the toastmaster. If tine are fom tpeabra and tbm s no spe 
dhtnictKm b et ween than, the oldest man should be seated 
at the hmpcdate nght of the toastmasto. The n«t m age 
thcnld be rffatal at the tmmeitMfff left The third oldest 
*mld be at the Immediate n^t of the oldest and the yotmg* 
ot mas woold he at the munedfate left of the secood olde^ 
If the banquet is a aiHege affair at wbkh the president, 
seifoi dean, setuor professor and newest tnstr uct o i are in- 
vited to speab, the presideot dioold be seated at the right, tod 
the soiioc dean at the left, of the ttpsli i ast c r . The sanor pro- 
fessor sboold be seated at the n^t of the president and the 
yoongest fotroctor at the left of t^ dean. 

if there tf a guest of honor who is to addres the tni-r4fng^ 
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be tboold occupy tbe phce at tbe immediate right of the 
toajtnmtcr aod the preilderit of tbe cdlege dioold be icited 
it Ibe fanme dote left of the toBitmartex with other mvited 
tpeahm alternated ri^t tad left 

When the toartmuter alU opoo the ipeiketi, it tboold be 
in the r cr at e otda of thar seating. Tbe cmly excepdoo to tho 
nile a when i goest speaks idvbes the t cmU i rntg that be 
mmt lea\« tbe meeting at a certain thne^ i condition often 
msing if the speaker b a excentm. In soch cases, tbe 
goest speaker Is seated it the table accordhig to whatev'er rank 
be has m rclitunnhip to the otha speakers, bat he is called 
npon it t time in die progruo which will allow him to speak 
b^ore tbe tune set few ha dep artur e. 

Id barapiets at srhkh la^es ue psesent, tbe wife of the 
goest of boDOT rtioiild be escorted toto tbe banquet room by 
tbe t o atm ast er aod the guest of bonor sbooU enoTt the wife 
of the toastnartcr No other formal exchange of p art o eis n 
made. At the speakos table the wife of the guest of bonor is 
seated at the immediate left of the ioctumtn, the guest of 
honor at ha immediate right and the wife of the toastmasta 
to the iinmedbte right of the gnest of honor. (See Figure H ) 
Otha goest speakers cod theii wives are seatoi la accordance 
with the rales for seabxig speakers. 
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Th* Mmi av! SirT..i 

A thhd ohbgilioQ of the tositirarta and Uic committee It to 
sdect a good main and artinj^ adeqmtc ttivkc cf the dJn- 



oa. The toastJBtrter *iid hk comrorttte ihcFtild wA bcco* 

»»aT hke tU fii* TOOT offered not iCcefA the 

gated by the hotel lertamanL Kfaoy boteli bwe whrt pc 

known w A, B C; end D menus. These hive been prep^ 

by the ud leqolre « mmnnam amotml oi efiort 

tod trooHe to serve. EkJj cumst on these i»eyiitd 
mj be ptepced v»dl fcn ndvnoce. For esample* ducien may 
be cooked homs before rod the demo kept warm m ovens. 
The old stand-by tomato soap, can be pitfawd from cans 
hotw before. Tlat orawotked first oemne, famt cop, u some 
bna ^TfMT> l a r y coutaiQiDg 8 "fiult cnp mix* 

tort.'’ Thoe stock maun tie tddom vtiy apyoUng md «m 
often drab tod tmay^teidaiig. 

lUflier than tike a slock roam, let the cnmmlHce ptqrot 
one coDfldermg the prefereDca of the membesahip the bme 
of tile year, wettiicr coodibcna, fte eapencaict of tiw grosj^ 
tod the cc^ DetoiDine what to desn^ tnd &en uk foe t 
pdea on that roaiTL If the mens cotts too tSTsdr, uS the mts* 
ager you toty bare to take yoor dinners dsew her e , and often 
be win cacDC tronnd rod ■ t ri i w oBn. 

But be recMoibfe. Ckal espect to hare t aeven-contse dto* 
na wftii fikt migDon co vere d whh rmtohroosm for the pnee 
of t hamlrog ptetn It to h** •* c®7 to hart frab vegclabi* 
SOTp as to hare tt sorted frocn cans, to hare yonr steak to oc 
da as to bare ptrboQed cod ^easedipped baU-hcofVas vntis 
fragDc bona bet BtBe meat, to bare freshly baked pic as to 
bare brick Ice cream In tiiree Bavors by a looe- 

soice cookie. 

Itttiode in the ^ of the dnma the bp for the waitcn. 
NcAbfnj b $0 eobarttBing or so aidfcatire of poor anange- 
Mastbepasringofidatesandaancenaftcradmjia Not 
fang ago a speaker w» pnvoting ha »i*ta when a waiter 
rioaly in W of G»e ipcahaa table and holdlr^ in 
^band a bread basket, potfed m front of the speaker to orf- 
Vxt • tip, Fertonateiy the speate ws a pwd tpost He otrfW 
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he ihoold occnpjr the pbce it the immediate n^t c< tie 
toartmarter and the prendeit of the coDcje dwaW be rated 
it the immedutte left of the toastmtJtcr with other fanted 
■peahen ol term ted tend left 

^VhcQ the toattmarter calb npon the tpqVen, it thooid he 
in the nrvenc order of their scitm^ The 00I7 occptwo to tfah 
nilc a when • goat spetiet advaes the toartnuatcr that be 
tnurt leave the mectmg at a certain time, a coodJtioo often 
ansing if the ipciker a a bosy acentntL In tDch cases, the 
Eoert jpeaker a *eated it the table acetading to whatnW rank 
be hai in feittfoTulrip to the other *peaktj*, but he ft oiled 
npoo ft a time in tiK p rog niu which wiD allow him to fpcak 
before the time set for hh departure. 

In banquet! at winch ta^es air prexnt. the wife of the 
gnest of honor iboold be cKorted mtn the banqoct room by 
the toastmaster tod the gocat of hooor cbooM escort the wife 
of the taa tfmd er No other focioal cxcbange of partztcn is 
made. At the spetlcect table the wife of the gocst of honor Is 
seated at the bnmedtite left of the tcortmarter the guest of 
honor at bh homediate right, and the wife of the toastmaster 
to the {mmediite right of the guest of honoc (See F^[nre H ) 
Other gtsst speakeo and their wires are seated (a a ccor d an ce 
with tiK rules for aeating tpcalezS- 
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Th* Mr>tf Strr.^ 

A Ihiid obbgitlon of the tojitoustcr jnd tl e cornmiti*c ft to 
sdeet a good menu sod adequate renicc of the din- 




fis^goetS 


1X3 


Tie tnd liii committee ilwold not necc^ 

onl y tile the 6nt room offered dot iccept the fiut menu *ng- 
gptfH hf the hotd rertaunut Many hoteli have what are 
how u ts A, B C, and D menm. These have been prepared 
by the m arn g fr tod retpdre a mnumnm amount of effort 
and trouble to serve. Each com sc on these pre par ed menus 
may be pre par ed well in adrtxKe. For eaimt^e, dudsi may 
be axU boms before and the dinner lept warm m ovens. 
The old standby tomato soup, can be pi e pai ed from cans 
boon befeec. That orawtnked first course, fimt cup, ts some- 
hTTM>t didicd from large containing a “fruit cup ntot* 
tme.* These stod: mcnos are addom very ap pcal uig cud are 
often drali Tut mug 

Bather than tale a stock menu, let the commi ttee p i e pa e 
one oouikkring the pteferences of the membcnhip, t^ tone 
of the year weather cooditkma, the easier >ci>ct of the group 
and the ocst Det crmirK what o deur^ and tha ask for fl 
pdee on that metm. If the menu costs too much, tdl the mau' 
ager ym may hare to tale your drrmrrt dsewhere, and often 
he win come aroQod and male a better offer 

But be reasonable. Dcn't eqxct to have a seren-coune dm . 
oa With filet ndgnoo co r a e d with nms lu oo m s for the pnee 
of a hambmg phtter It o pist as easy to have fresh vegetihte 
xwp as to have It lerved from cam, to hare yoot steal to or 
da as to have ptrboBed and grcaae-dipped half-bioilas with 
ft*tile boocs b^ Stde meat, to hare freshly VaVrd pie ts to 
hare bdek ke aeam in three Savoo aaa mpan ted by a lone 
Kane cookie. 

locfode in the price of the dinner the tip for the waiteis. 
Nothing fa so emhanaistng or so in di c alr ve of poor tmacc 
mart as the pamng of plates cod saocen afta » Airrv^ 

Vmg ago a speala was praenUng ha addren when a waiter, 
moving ilouly m front of the tpeaim tad holdiw^ 
hb hand a bread boslet. paused b front of the snealMM ? 

krt 1 tip. FortmiatcJy the ipata VTO a gKrf iport. He nn^ 
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the waiter leaned forward, tnd, pottug hia band In tb 
betrt, tDob oot a handfd of change. He said, ‘7t s nice to b 
paid m a d nn ee. I maaHj have to wait for my fee." Then b 
went oo with bn ipee ch . Perhaps the ipeaVer was oot entiie> 
ktnd hot be can be coemnended for bis pnpbed critlcbin of i 
toastmaster wbo faded to male pco p cr aiia i i gementt. 

The tostmasta and his cominittee ilunld also insist that I 
bonqoct be served b^ cn adequate Dumber of w ai ters. Man^ 
ca t e uj ig organmtkons bore a staff framed to wait on ta bl es 
If a hotel IS serving a banquet, some of the r^okr dining 
room waitoa are assigned to se r v i ng at the banqu et Bot ii 
the regular dnnng rooan it vesj Ixsf too few maj be ass^gne^ 
to the banquet The to astmast er tboold insist thrf g waiter be 
avadahte for ever} ten persons at the bang net or he jmy find 
one or two w aitm each at temptin g to serve from twe^ to 
Ihlrty-fivt 

The average waiter or wcQnss h not rchered from reapoosi* 
bditj of hh fob ontfl be has cleared the table tnd pot iwaj 
die serrice. A wtae totstmaster wiH arrange to have tables 
de ai ed befute startin g anj other port of bn program. Other 
wise, daring the s p eech es, w aite r s are contlini^jr coming into 
the bcoqoet room, opening doors tod looUog m, closing dooa 
and walUog oot *dth noise and co o vp sa tion rr^rring from 
the Idt^cn or aemng pantry 'NVbcn arTangemenb for a ban- 
quet arc being made ir^ the nomber of waiten Is being deter 
mined, prorisloa shoald abo be made for bos bo}* service 
even tboagb it i n volves exta etpone. The bm bo}' service 
•hoold be aiian ged so that ice water rods, tnd batter nuy be 
available for an the di nets all the time. 

Another factor of great iropOTtance to the snccess of a bon- 
qoet is a deadhne fm (be bchet sale, a fame after which no 
rescrvatlom will be accepted. The average commrttee l e ca ves 
advance roenrefaons, perhaps for IM dinom. On the basis of 
this prehnunaty figure, anan gcoents arc made with the bo- 
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ri. > reom tai bOT tdalri to 

OTbo, lome coimiiittca toB oB fte W on the toomins 
of t)>e bmqnd to zaarc pbca iot fifty more. TIk ni^*H 
Innncdiatdy Btootj. iltfnra^ Bto nxOT «hl4 ft »«qjato to; 

150 u uadcqtBle for 200 Wntea M om one niofliei end 
piati nc jacked too dole togelha. The «oy fa wbidi toft 
cocdUKBi can be trotdod a for the ctmnmttte to ict and 

nsasatain 1 dctdlmc f« tic±et loovtboos. 


TIm FroyiMa 

■With ertrf odw detail wdl pUimed, the access of roort 
banquets depends on the spetVen and the entatiimneoL So, 
they should be obtuoed only after cajcXul cotaidaadon of 
mazry factoa by the toattmast er and hh ocmiaattee. 

The total tggibg of tpeafcm fot any bsnqtict thcraM not 
be alloved a total time bx pcciteT than the imoimt 

o( teme ojtmrmed in terrbg the dmi^ Wl^ tlm Imoadedge 
of the tone rrcbble foe speaVfa^ tiie trembci of spcateca a 
detern^ned by fte amcrait of time aasi^Ded to I0 yp 
bom 1 progam of ip eechfi , tiie folknriog ■jijiy !i i if»nH tie 
w ggoted 

1 T*t) Speaken — flthty tmnnhT yarly 
2 . Three ipaken— tawaty mmntp ^ pafb , 
i Foot ipetkco— two for t w enty numita two for 
ten miiKitcs rafh, 

A co m m rttre tfwtild c ot a f d c the purpose of Ac banqoet 
« the occasion being cdebiated and attempt to seenre moi 
»hoie cipenence, iKbty and position best fit them for that 
occasioo. The entne paogam sboold be so tnafied Aat eadi 

Im m inhgid ptrt in the deisiopment of the whole, 

M tpgkm iboold be caabooed agafaut orcedmg the time 

tot^ tejtmastct taiga a paiad 

TOpmhimatnneUmi. 
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pxm o( music iboold be pUi med b^ Ibe committee. An or 
cberta ilumld not pirf tad composibans on i gab ocosknu 
An orchestn tboold be {daced some dis tanc e from the dinets. 
A bbnog band naj cause dbcom hat Knoog many gncsb. 

If daocmg or TKodevSle oe port of tbe p ro gr a m , &e bass' 
qoet tbonld close fomaUp before tocb c u te stiinm ent begms. 
To provide s|stce for da oao g, tibia most be removed nd 
tbe fiooT dened. The committee should consido lobb^ space 
or otber co mf o iti Me s an o un diny for gnats dunog toy such 
inter! ode. 

Otdmanly bower er abusqnet iboold stand alooe and net 
be part of vxj other type of entatalinnent If the committee 
arrao^ for daoang or rtndcrillc, it i probably wise to durd* 
rate ipeabeis as jaat of tbe progmi 


1 A good bsnqoet st arts oo htw, U bdd in n adegoate 
room, and (eatnra a good mcno. 

2. The program b p ixmi e d to provide plcasme for tbose 
Nboattcad. 

3. The key figme in all dinner mcetogs b the toas tm as ter 
the SQCtesi of any bsiupict b largely ia bb hands. 

d hfany of the mggesU om of Ihb rtopto vc in oppodtion 
to i c c cp ted peaebce. Hovercr, If the a v euge committee 
woold foDov tbem fostead of stuffy tradrti^ banquets 
aol dxnoci meetfaigi voold be more ei^oyafde. 
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Speata tre ro*dc on tmny rpecal occsmom, rocJi « ban- 
qods, cddabom, fxmaah, c e re uj ooei, meebDgt, Bsd coo- 
restbm. 1110 dtrpter sKrs fU|;^sti( 7 m to bdp jm bacdk 
the tpedal occtsiom po ate meat Ulcdf to fKt. 

TW Aff«r-AA«a] Spwdi 

Ono of the t pc e e b sitmtionf most widespread today ts the 
aftcr-meal occasion. Chapter Twdre trils shoot rooruiig bon- 
qoeti. Tbh dupter gires matcnal mtcpded to help )aa when 
jtm are tshed to present a talk after a meal The occ^on may 
be afta luncheon or after diimec, and Incrcaiuigly there are 
aftei-breaUast preseotatfoM. The last is often med at the 
start of an alh^ program and provides an opportrrmty to 
keynote a confere n ce or commtio^ 

There arc tsro mam points to have in irund when yon make 
an after-funcheon or an after-dinner talk. ( 1 ) The occasKm 
mtQOy calls for an fnspfatknial approach- a^ (2) yon are 
expected to keep the materia] Caufy light arrd omally ta mtro- 
docc bnrooT \Vhcn iddiessnig an aodteocc that luj jost fin- 
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iibed 1 meil, 700 confroot 1 (rot^ wlucb m no mood to bo 
Imsngticd. prschcd at, or lectmcd. Thfol: of tbe manj tuna 
70 Q bare bra in ouch g grtbenng and recall tl>e tilb wbicli 
were snccenfn] sod those wbtcii fided. 

00 the after-meal occasion the fbOowing raggestkms ihoold 
beobscrrcd 

1 Don t be long-wioded; twenty to tbnty mfamtes dtotdd 
be plenty 

2. Cotmder bow many other apeatca there are and try to 
find oGt what etdi ptod to say 

3. Relate yonr nate^ to the theme /ngges te d by the 
toastmaster 

4 Detcnnme whether the ping raiu is on achedole and 
adapt yoondf to any confi^ which may bare amen. 

5 Don^ be dirtncted by the chma, silveiwart, or tabk' 
doth and doci lean too mocfa 00 the bach of yoQT dijir. 

6 Don t coocentnte too beanly on the toaftmaster or 
(oest of booor tpeah toon memben of the aodtei^ 

7 Doo t prt^ yoor octes on a water gl a ti or a coffee cuj^ 
set them on the stand. 

8 , Don t try to compete with waten who arc deaiinj the 
table. Rcqoert the toastmaster to delay jom introdoo- 
bon tmtil con di t fon s are agitable. 

Tb* speech of ft sMiW j ifafi 

Another Special speech occasion h that w h ert iD sotneoDC b 
honored aJ^ a gift or award b preaen ted. 

Men and women are tmtally rewarded by then assooJte a 
bcc aosc : 

1 They have acived an oigtniaatloo for a nomber of 
years. 

2. They have been elected to office. 

3 They have Cfwnplrted a tena in office , 

4 TheyareotacTTtngao annr r emj y 
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5 Thcy*rcBtni>g*wtty 

6. They *rc tetnnnng. 

The gA ihould be gtren became It i5 the belief of Ihe 
gioup that honor dioold be extended. The aelection of the gift 
tnd Iti prescDtahoD ibould here m element of nnpnae. Con- 
tdbobom ihooW not be obtained by a hi^i-pressQre commit 
tee. The gift ihoaJd be choten on the hsiu of a heartfelt desire 
to honor the lodrvidnal. The occasion of the prescntatxm 
ilirnild be grmpl^ frvl fncodly If thc bonor o to have mean- 
ing, rt should he rendered whoWicarttdly and ipoutaneomly 
Many times committees gdts fur ivbich the rcafi- 

ent has no iiee d or desire. Too oftm the nstal thing u pre 
a aited . A watcii n gtren to the looimobrt engmeti aftti 
fifty yean of wmee bec a me mtebes tie alwiys giren to engt- 
Dees anth fifty yexs of tetwe. A chma nse s given to the 
neady-coascied coople m the office b ecame chun vases are at 
myi gireii to ne r?ty-ttttrtfed couples m the o&e. The clergy- 
man and his Wife on the occasion of their tenth year of serv- 
ice are given a token of esteem became tokens of esteem are 
tlwiyi grren to clergymen end their wives ever y ten years. 
(This token, hy the way b often something which the con- 
plc annot poisildy me.) A teacher rchra and b gi ve n a pen 
and p encil set even tbon^ ibc probably las a pen and pen- 
cil s^ 11* director of tibe amatenr play r ec erves a boaqoct 
though the cares httle for Bowerx 
Rather, gifts ihonld be idected with consldcntjon of the 
need or desire of the recipient, is In the foQowmg tDostratioo 
A can woiktd for an Industdal comp an y for fifty yean. He 
retired. It was the enstom of thb oigamation to give an- 
ployea retning at the cod of fifty yean a gold wa tch , fot 
*hldi $ 1 50 was imanably spent. 

Thu man iBd not want a gold watdi. More tW anything 
wanted the means to travel to the Coast to spend bs 
rehicj uent with ids only dauber. He did not have the 
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Ids home or a statement to tlat effect ihonld be 
made at tbe dose. 

8. The small gift shoold be wrapped. 

9 Often the presentatton of Uk gift has an dement of 
adoess, e sp ed a Sy if the peoon bong honored n leaT' 
ing the co mm cm ty and bttn lorcd and admired by 

those booonng him In gyh tbe note of regret 
shoold neva be we ep y bat sbooM be t em pered by the 
pleasure of past assooabon. 

10. Don t em barrass tbe rea pl e u t by Dsmg htmKTons ddh 
cok. 

11 Bebnef. 


12. Do not pre sent tbe gift if ev aynn e dse amtnlmted a 
dollar arid you garc only a dsme. If yon do not bdievc 
Ok redpe n t worthy do not sore either on the com* 
mlttee or as the spedxr 

Aaotbe type of presentation ocean at tire bme of awarding 
» serrtce bntton, mart badge, or certificate. Thu ocoufcm 
ardy has the detnent of sorpme. Often it is a tadibonal 
**ctloe and the honoree imdctstaDds that it wiD be given 
*hcn be has fulfilled ce r t i m condiboni. For oample, grr m p a 
t**rd one type of insfgtna at the end of five yean, a second at 
the end of ten, and a third at fifteen, »tw1 b the yean in- 
HiAk. the award nsnaDy has more stgmficancc. 

Httd of prcJeutatura may lake place ether at a pahhe 
ccicuiony « in the man s home or place of bcamess. If a 
a to be bonoied, those having records of greatest 
*™eTeiuciit shoold be honored last 
This type of speech shoold be bncf and 
1 Sprofic reference to tbe service of the mdmdoaL 
2. Gahtodc of tbe g ro up for Ibe service winch is rccog- 
mxed. 

^ The tiQCtre cooEiitnliticnj of t br presenting nffire as 


the award is bestowed. 
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4 CoodwabesadthcbopefoTcoutinaedtarice. 

5 No enlogy of tbe group wfakb is preseodng tbe mrdL 

Atiotbcr t)pc of ipecch is that wbai puces voo in 

competi L o u are i w a rded. These piesaitatiaDS tmollj axe part 
of the pi og i ' nu of a banquet, ctmveoboQ, or cotmpqsccPKTit, 
hot th^ miy take place anywhere. Lettas for parfadpabon 
io sports, prucs for meritori^ scholastic effort, and trophns 
for wmnmg omipeli tnre contsts such as forauics and athlet 
ics, are regularly presen ted a t tch ools and coH^es. 

The rcqmrcroaiti of tbe s peech are brevrtT refcrcocc to 
the donor of tbe award, and cofigntnlabons to the wmna If 
scTcnl pnics of tbe same type art giren, the speech of presen* 
tabOD u dehvesed byODepezson TTie r ec fp ieat s are caPed for 
ward at the ad of tbe s peech , and tbe avn a ds aze presented 
to tbe winzKis, each of whom shotdd be addressed by imne 
as the prbe ts gnen. After all awaids bavt been presented, tbe 
i^ieakef offeaa final eoogTJtpIabdo and dmnusea the group. 

If a tpokesman for the groop is to make a ip e cch ^ ae 
cept ao eg , be thoold do to while moDbeis of Ure group axe 
at^ on the pfatfonn. If each prize is awarded leparitef y and is 
from a different donor a sbtirt sp ee ch shooH ^ aboot 
eadi prize and cadi wmoer tbordd be caOed f orw ar d iodrrid- 
Daily Eadi reaprent l e t cn m to his seat withoot any formal 
awnmat, but be shoold toy a qoiet ‘Thank \ oa” to tbe pro- 
saler as he recenres the a ward. 

Iq formal p rograms such as commencements and aomnl 
dmocTS, where t^ dutribotioa of prizes a s econdary time 
ihoold not be cotmrmcd m calling iodmdoa] forward for 
the awards. A Hil of prize winnen should appe ar on the 
printed program and the attention of tbe andteDce should be 
called to names of those who hare bca honored. A printed 
list should ixit be read. 

^Vha one organ its tfctn presents a gift to another organiza' 
Uon. sodb as a Parent Teochen Association grring a pnrte 
projector to a school, the speech of presentation u DsnaUf 
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art of t phimed progmn. The ipealer should bnefly tdl 
»hy the gift h hang given. The tfr gan mhfm l e c o vm g nch a 
pft dicmld sdcct the highest wmVmg oficet iraQaUc to tc 
ipt In the name of Ihe gronp. 

Th* Sp tirfi of Aoaptanc* 

FrequeuUj when i presenlaboo u made, the leopjoit is a 
pected to m i he ■ ipeedi a c ce plii i g flic gift. TTicse s ugg e st ioDS 
ihonld be observed 

1 Don t By This is a great xni p me ," if yon have tnfjwn 
for some ttme that jrtra are gemg to receive flic gift. A 
^ wtadi ii I fmjffije and whkh hooon a pcoon for 
WDeUiIag he has done wiDin^ and ^»dly may move 
him emotionslly in tttdj a iwrv that he wfll not he able 
to do more than say Thaok yoo.** Unda mb djcrmw 
teDca ttus "duttil: yon" u the perfect ^leecii of ac 
cgpUnc e. 

i In a rfenofd speech erf Bcoe ptap cg' 

A. Thiui the donon of the gift 
B- Diarvow yonr own worthmen if yon tit the one who 
B being honored. 

C. Thank the gionp for the cooperation which has mode 
poolblc whrt era yon have accomphdied. 

D Accept the gift in the sptiit of the speec h of pie se n U - 
rfon. If it has been that “this travdiog hag 

■company yon on your trip lad that when it is 
opened it may recall merocieies of pkajant assoaa- 
hon," then yem, fn accepting the bag, anme the 
pimp, “I win carry it with me on iny tnp and every 
time I open ft I wiD tfniik of yon." 

^ Refa to the features of the gift m inch a way that the 
gjonp feels ft chose ttsetfy what yon wanted. 

F Again th a nk the group for fts tbon^tfolness and co 
peers deep appte oa b on. 
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TOO CAN TALK WELL 


3 Open yom 51 ft after Ttceinng iL Do DOt pretoid yoa « 
aftaid to open tbe po ciage nor bo dmpporated. 

4 Aftet the t p cech ti»o«c wto contnbo^ riioold hfvt 11 
opportunity to tec what ftie commHtce penhoed. 

5 Dral be ted. Be happy that people think cnongh o( yn 
tobonoiyoa. 

6. Make the ipecch of accep tince in keeping with thi 
ipintoftlwoocwion, 

7 li yoQ mmt thow entoboiL do Dot be ashamed bnt try t( 
Le^ It ander cootioL 

TW SpMdi at WaloM 

Another tpecfal occtskm ap et efa la the spee ch of wdeome 
Everyo n e sbookd be pi e paie d to make one on short oobce 
When tha type of s p ee ch b part of the opening remarks by 1 
chahnun. the faOowii^ (onn is suggested 

I TcD who n bang wckoamiL 

1 Tdl on whoaebebaU file wdcocte is extended. 

3. E r pst ss the ploBme of the host at the pi e aen c t of tb 
gocsts. 

4 Explain the ptnpoae of the meeting 

^Vben the spoxh of welcome is a sepotate part of the pm 
gram, it is osn^ knger In addition to the four rag gafa ott 
in the preceding pangoph, the sp e e ch ibcmld contain 

1 A frieodiy g reet h ^ anphamli^ the warmth of the rds 
tiomhfp bet w een the speaker and the guests. 

2. An explanatioa of the chaocter ai^ aettritio of th 
host ocg anhati otL 

3. A s lat a n c nt of the icbUonship b etw ee n the organna 
lions. 

4 . A suggesbon that the roemhen of the host org anlnb os 
will answer questioos and serve in any other way poi 
slide. 

5 A stato pent that the group will be wdcome to ret urn 
As they say in file SoqUl ' t5o(De badcT 
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TW Rw poa M td th* S p « » ch of Witcoaw 

The response to ■ speech of wekome is made dtber by m m- 
dMdaa] for linru^f or by a paiO D ivbo speab on bdtalf of 
the visiting ocgzmzatioiL A r p****- ! ^ of respo nse tbonld lav e- 

L An imnvjtttw *t'r^wn/r of • ley OT otbcT symbolic 
toicn of welcome. 

I Matenal wbidi is co-ordhated wdb the s pe ech of wd- 
come. 

3. An expratioa of apprecaabon h7r tbe comtesies ex' 
teodeA 

4 A reception of the rdabODship behreen the goexts and 
thebocti, 

5 No need for funny stories m reply to stones In 

tiic speech of wdemne. 

6. An invitation to the hosts to le tmu the rmt, at whtds 
hnie the hosprtahty wJI be r ca p ioc ate d. 

7 A dosing exp re sti on of tharJa to tbe hosts. 

TIn Sp — a of for oi n J 

Anotha typeof special speech is the sp eech of farewdl, often 
wb« someone is resigning froan office, rctmng from 
or kavrag an otginixaban to go to some other dty 
Spetch q of tha type arc sometimes given after a gift has bem 
F*'*®ted, md in soch cases ■ spe e c h of a c cqrfance becomes 
"»«*peediof£iiewdL 

male a s peec h of fareweD, yon dioald observe the 
snggcitiocs 

1 t be sad. If you are leaving a poiftion to accept an- 
oUict m which yon can be of p e al a sa v t ce, or if yon 
are retiring to tiavd to places yon have ocvei jno 
*^>otild be happy A cert^ amotml of regret may be fdt 
^ cipreKcd in tabng leave of old fiicDdi. 

Refer to past and present tiso c ub oas with the gronj^ 
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q p ecfa% c x fieiie DC q which hare been pkaaxnt tod Cf 
n^ont 

3 Thant the g t oc q i for the ocHipetatlon whkh has madi 
possibfe foor adUemnentx 

4 Share fxm futore phua with the gronp. Adrhe tbeza d 
the catme of fotn new wod: or how jva expect to spen! 
TOOT time. 

5 Invite them to call at 7001 new home or new place a 
hnsfoas. If yon ate tuning hom active wort and an 
not pfamthig to kare the commtmity emte die gcotq 
to vmt widi jOQ. 

6. \Vah contin u ed bealOi and happtoett for those yoi 
leave lad once more eqatg yoai thasb for Unr com 
teskstoyoo. 

In adchtioa, if yon ne leaving an office m a lodge or cloh 
and year soccesaor is present, yoQ ihooH. 

] Meoikat that any so c cen the o rginfai b o n bad oode 
yonr giddaoce was made possible ^ the beSp gireo yix 
by the membea tod the offirfah. Thank then for thi 
asttence. 

Z. Soggert that the co-opcation pven yno be co n t m oed fo 
tbeocwoScec. 

3 Point out that althor^ do longer an officer, yon wil 
conthme to rapport the p iganba tion to the best of yna 
ahOIty 

4 Avoid t e f eicnee to any onplejuntnea or fdetion wfaid 
may have ezhted in the or ganiza tion. 

5 Congatnlato the new officer and whh him and Ihi 
memhenhip contfaiocd tn ertn . 

TS* 3 pr»d» d 

Another of the speeches for special oemsions h the speec h d 
praise, tnchidmg the cnlc^ and the speech of nomlnatian 
There SIC two types of cnlopes; 
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1 Tbe co mm gnoirig the bfc of a dcceucd 

trwfiTTdml, TsaaBy giro at an anahrmry or moDonal 


1. Tbc ipwdi ^rUdi patac* a hvmg peoon, tmuDy gben 
It t cddjtabon for wane Khipfauart of the rodhtdoaL 

It nay be pvm OD a fimfly occaafln or at ■ pnbUc dcdi- 

cabon. 

A cnloo' in con im eraorattoa of a pawn who has ptoen 
awiy rijonld be p te p aed with dteae auggations m mind 
1 Select dgmbcantdebdli and dates in huhfc 
X Dncna hu rital forces and faspnationa^ danctenim. 

3. Tdl what made hnn great birt awnd coggojliOD ot 
oreitmpYufls. 

4. PredxttlKpkainlditary whkhwiBbeaccsndcdWm. 

5 Schat hdp fes isy marwrial wtnch may be plarcw d to 
perpe ba tehh ideaU , 

6. Qoac by gg p te oiag riwmh tod appreciabon for bs hie. 
Ihe ipecch winch prdsa a lirmg po so o ihocld be de 
Tcioped accofdmg to tt»e follmwng tnggwhf^iy; 

1 TeDwhybeBbongprnsed. 

X Kefa to tbe highlights of his 
X Bahtnce good traits with those whadi aie not » good. 
Shoold yoo menboD weabieoei, do so gently tactfully 
and pdexantly 

4 Avead flattery and hypocusj Tbe andiaice hnowi he u 
bavan. (If be docsn*! know It, he ihiwldn't be «ili> 
gbsL) 

5 MtbeinHraca^fciciiiTCfdtbjinij.nraltofhli 


t TiwliiplcttoratobclaDKdfnmihijHe. 


- --j *~er“**^ «» iCTOaj nyr 

method, which lists the 
itotingwilihltHrtl, 
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aod coding wi^ ibe pbce to be •ccorded huD inhWij 

Z- The topfcti method, which ftrena the qtnhtfa tx tcch 
Kcsofhbhfewhichiialccitannapiixtloa to otheff^^ 

5 A cominzabon ol the two methods, bfograpfaka) lud 
topical. ' 

EWogics ire ttrtJy ddnrred bjr yocng men. TTie te*wn h 
ohvbm. Depth of apenence and w Ud o m are expected from 
older men. Bologie* durald contain impbaboml gtndance for 
the pi e senl and fntmc, based on the life whkh has gooe b^ 
fore. 

The speecb of ponrittaboa b a ipceth of poise PsnaSx 
(tren m chib nwebogs or <t party convtstbos and dedgoed 
to bdog favoable r e aeta oo to a parbcolai candidate for oSce. 

The foQowing tnggestiotg thoold be observed 

1 Refer to tbe magtdtode of the office for whidi the mani' 
nation a made. 

2. Point <rat the qtuhficiUoos whkh should be considered 
to sdeebng any candidate {nr tbe office. 

3 TeB bew the qyejiea ce of year qadriste fits him foe 
the reqoheinesb of die positbou 

4 Don't oa tkite p rme ia offittholdeo or other nominees. 

5 CbeluSQxnK. 


OSo^ Kaporti 

Another special ocn a sktn for maUng a talk b the me e ting at 
wtkh ofittcrs p e se nt reports. Them are tiro main typest the 
accretaty a and the treasuredr 

A ac a e tii y i report of the mlontes of the pmoo ns tnecting 
sbooM be gben ao that all membm can bear what fs 
presented. The a wrets ^ ffioold read with a de^'te app rc iia - 
tton of the ftopoctance of hfa part In the p ro g r am . 

hfany secrctaocs lodode the mhmtq “cco u o unfc atkBrt 
which b#rc been r cc c ved.** Emy dob and gtoop receives 
many letters which are cf hitmat only to the o£c» of the 
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Speech for Spedil Occtrion* 

oigmniboiL They nntber iffect iKW are of Interot to tie gm- 

manboahip. They ihcroW not be rc»d at the meeting an- 
jome speoSc action at Ibe bine cm or ibonld be ta^en by 
groop. Inins leport, lie secietiry iboold not gtve i ipeecb 
the wdfire of ttie ctgmoation. He riwnld d imin ate non- 
f w i i t u k yrvl being mlo ihup focns the laiiiiwu which wis 
npon at the peeviots meeting and the nn fint t hrd best- 
QCD was carried over 

The tr easur er i rqwet iboold be as boef as possiMc, gmng 
the iltoation witfi regard to receipts, dabnrsements, and the 
(x deficit. The asentuls should not be Imied m a 
maze of qaaii4imno{otis nddJghts, or lengthy ex 

ptjniiy report iboold Indode the nnniber of con* 
Iribntoa or paid-op m<rmh»Tt^ major gifts or income from m- 
vestmenti if there are receipts from tnch suuicta, and the 
condition of any ipecial foods. The fmarc’ial psetme ihonU 
he dear, oact. and bddf. 

The many itatutio of comparison widi past years, the 
<^*iumtic ondook for anticipated income, the oplanahOD of 
the source of gifts or the change of investments, thonld all be 
placed in a leparate section rf tbe report to be distribnted 
hter to the group. In thh way inemb« will nnderstand the 
otnatkm, and t^ lengthy qnestxm and answer period, so 
often upon the bdi of information or npon rmsundex 
will he d mm ufwt 

Your effcctiTCDess with speeches for sperial occasiom will 
be enhanced as you apjdy ti« s u ggestions m this chapter and 
observe the principles otganinbon and d cheery base to all 
Sood speech. The opportmnty to be the main speaker on a 
*POcitl occasion b rare and choice and ihonld not be taken 
^^dy Accept the opportnmty as a challenge to be at yoor 
best and to do {osbee to the occasion. 
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kiMn-ledgc Aod ute o( effective tpec ch pnndples ore irT:ywiy 
for bosfott or pr of e nf onal people, cxpaaaOy those lo the field 
of idling. These ptmdpla ce bdpfol and desinUe whether 
the ak u made befaiod « coooter or 00 the rcod. 

A old tiD: b a speech cod • curtomer is tn codieaee. The 
same rales eppiy witii eqoal force to talesnm and tpeaher A 
speaher becomei t better speakc; when be toes tJ^ pnoci* 
fjes of good sdUng cod s takxmon becomes a caore effcctfre 
talesman wbeo he osa the priooples of good speahng. 

Companies In iD fields offer courses In public tpeatfng to 
im pfoTC the genera] rdatiomhlps betwe to tbdr enstomas 
cod c o tn pmy rep r e sea tahres. These dassa ire attended by 
evcTyooe from the newest clcii to the iqstot e cccnlt ve. 
Comtes in poctcal s p ee ch have gnren basdoess an inaecsed 
effidcDCy Jost *s the comp an y of today oses improved todh- 
ods of pnadtictfon cs com par e d to the haphccard techokpaes 
of eartier tones, to (b tala repr ese atathes etc different from 
the old-time drammct with hb e^at, fimsy stones, end taoi' 
pie cate. Today the company representaln^ is • profeasioaally 
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hrrrvtl rrerp pcood of tis «*«TlTT>g. Salcsnutnibip U DO loDgct 
“fwcmg tomrrtrmg oo lomcbody'* it u pemadmg othcn to 
accept yoQ tod Wto yon *dL You do so kuowmg jtmr own 
jom en myaity tod tts products, tnd yooi mtrtrt tod 
costmos* 


Fu pd uuj anlok o( Good SdvmaraHp 

*nE first frmdoizKxital of good yilesmtmfup u to create fa* 
▼eoBIc first tmpiessiQiis and to dcvdop confidence. Yon 
AoeW bdiCTC m yotnsdf, tidnk constrnctnrdy and Veep twiy 
from cooditioia winch came fear Prqndjce and ignorance 
*^>00^ be BTmdcd. Yon dioold IhmV posit i Tt Jy and know 
^rficreof you tpeak. The best mlc fox acDmg la to "go oct and 
*eIL* Leim from d>« fiat sale, the second, and the thud, use 
tile etpenace from to help maW the Study 

Twodh anilyte yom atrcagths and wctbiesaes. 


Ptnooof Afipvvwica 

Yte dcwJopmcnt of tlui first fandamentil involra personal 
•K*®!*!**, mental strength, and the rm p rov ement of abjB- 
^ The best first iinpressiao possible u created by an attac 
tire physical appearance, beanng, and dre» Wbat people see 
tbeir rcacbotL Yon maVft a poor impression if your 
■ppemnee Indicata that yon neoi sleep because the person 
**®ng you for the first time may feel thai yon arc not mter 
enough in him to be properly rested and suffiacntly 
"d Sicincai and III health lirraiiably reguter in your car 
and ipeech- 

Chcct youi physical condiboo with yonr doctor at least 
5 *^ * y** Yon should hare proper sleep and cxerose, and 
yonr body physically imn^ Yom appcoiance dwnld ta- 
good health, dean Imng, tod an actirc mind. Yon 
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Such fan cm be tsben best b; fiong tbe titnabon. A 
cxmSdcnt tpdm dni l creites fntna'Ue nnpressom bjr 
comUudjvc deeds tttd postirc eebons. 

2. Derdop confidence. Sdi-confidencc is laijdj a mittei 
of applying common tense and abihty to whatever job is 
to be done. It can be bom only of behef m one s tdf, 
het ft M not the eg o him of bhiid concert. Ratha sdf 
®ofidcnce fa the faith one possesses in and ha 

■Wihci. Yon create the picture of yom own sdf-coo* 
fideucc by the way yon walk and talk. You must be snre 
of ycraodf before you may a p e nt others to show trust 
m jon. When yon tay T can and I wiD,’* yon ne an m- 
'^^'‘Waal who has derdoped tdf-cooEdence in 
^ uIT' * ™ failtiies beca use they 

™vc no tim m hfe. They ire onwiHiDg to mike the 
necessary to the ittammeiit of a goal Life to 
™®i fa a menygtMonnd and fliey arc pefectiy content 
to nde tbe “wooden boaci." 

"Hicre ihonld be t definite objective, md tbe resolve to 
ibe destination win re quir e oiagy sacrifices. 
Tbe gmdmg force in each tap diould be ambibon, 
^™ch may be defined as “a ctiong mental hanger for 
Cta m th ings wbidi ire within the possibnity of reach." 

itbont ambition yoo ctnnot hope to aealc faroiable 
Jnpiesnom on others. 

power. On miny occamons yon may hai-c to 
handictps. History however, fa foD of men 
^^*®oon who had the wiD to surmount physxad 
For instance, KiOtan ora came bhndneas, 
"^“o^dcafness, and Hdcn KeDer both bbndness 
^r ^f nen If yon possets win power; yon wiD stmu to 
bandjops and to demonstrate mortal 
S 

o cwxcntrate. Concentiaiioo involves rbtnkmg 
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1 deal md definite |»ctm e ttqVm lifm distinct 
£rcm any otha pe aon yoo Inow 
B Second, repeat the impremoo. Use the name every 
chance yon bare m corrvenabon and wnte it down m 
yoor notebook, therdiy rein f o j c u ig the initial imprei- 
non by a repe ate d conneebon of eye and ear Say the 
name and Iwk at ft tmtil the name becomes as modi 
I part of yon as year own. 

C Third, associate yoor impression for intoaity Make 
■ note of any physical charactemba whidi tdcntify 
the person, hidnding not only picasant features like 
a smile and hun figttre bat al» less attzactiTe cfiaiac* 
tOBtics sodi as angry scan or doppy dress. Become 
•ware of the TOice and dicbon patterns tiat yon may 
Bear later over the tdephone so that yoo may rtcog- 
the pe ao n as clicked. Abo, Istra for detxGs of 
^nidly ciob, basmess, and oths t dmli e s as a means 
for total assoetthon. 

D Fonrth, realfax molmhan b the pome consid- 
cahon in all memory When yon fed that yon need 
to know a person to hold yoor job or make the sale, 
yon strive to do so If lemonbeimg hb name will 
yrxi a $10,000 ardet, yon are not likdy to forget 
It; if he meam nothing to yon, yon probably won t 
make the effort to temembei The fact b that yon 
“CTtt know when mfonnatum may be valuable to 
^t fa woe to be alert abont everyone and every- 
thing that comes to yonr attention. Learn aH yon can 
and capitalize on the dual assets of improred memory 
and ojefnl infonnation. 

and EnaHjr learn that coDcen Ui hcm applies to 
au ways and means of securing and i H j i mng an im- 
pjUiIon. Yon mint pay attention if yoo wish to re- 
When I person faHt to bear a cor 
^^ctly rt fa sometima because be is looking dseuhcre 
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StDCc iDcccss b mosnicd aod dcpoids upon die ibility 
penoial baits, sod chaiacteiubcs wc possets, yoo mi g h t like 
some metm of dctemmmg yottr ability qnobaiL 
A "rale of tbomb" tot itported in the Koniu City Star 
hligtzme be and the retolti checked. 

The test comutt of ten simple qoettioni, Circ ytranelf a 
gndc of tinte fot e»di citcgoty \ ite e yon fed yon are above 
arenge, two where ivetage, and one whoc bdow average. 
Thnty woold be a p»!^rfed- score. Since we do not always see 
enucives as otbos see os, it nn^t be bdpfnl to hare some 
{□end or comtsdoc cbed: die score and yom answers. 

L Neatneti. Are my b*bit« of personal deanlinets the 
bat? Do I dress suitably? Do I keep my pe ason a l effects 
ordedy? 

1 Broad-mindedom. Am I ready to rtc ogmt e worth in 
others? Hare I respect for the opimom aod bdiefs of 
others? Hare I the ability to consider all sides of i 
(laesdoo? 

3 Cwrrtrsy Do I try to manl f Mt a real spirit of tboo^t 
fd, khaily hdpfnlness? Do I trad practices that make 

me coDsjjcooQs? 

4 Dependability Am I pnoctnal in aH engage- 

maiti and a grecni e nti? Am 1 Uust wo ith y about meet 
fng obligrtkau to the best of my aiildy? 

5 Loyalty Have I a sense of responsibility for the wdfare 
of the busmen with whidi I am cocnerfed? Do I make 
my pasonal In te rests secondary to my business inter 
ot? Have I a real respect for my ocenpabon and for my 
fdlow woken? 

Co-opentioii. Have I an ability and wHlingiiess to work 
With others? Have I a real desire to be bdpfol in all 
btuatxDS? 

7 Lcadcnldp Have I the abOity to plan and «r i y crat 
of raikmi sorts? Hare I the abibty to win the 
tnd co-opaatkm of others? 
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oast wUdi prodoca tbe ertide and here an nDdetstand- 
hi{ of the service that the prod act gnrs. 

Ton thoold hnow the m a i V i*! and demand for the prodoct 
tnd ill the prod u c ts ithsch eom p e t e with those yon s^ Yon 

ihwild know •rwrWKmg of yOOt Oimpetltois’ mannfaij iniiig 

tod tdes methods, as wdl as tbor ways of a dvatm ng and 
Yon riiooW study com p etitive piodocti for strong 
*nd west points and know the companson of them with your 
own mei iiiaiwtttf 

Further, confidence in the co mpan y and the product can 
oidy come as you know and mxtf uJa iM l gaten] sales and ad* 
TCiiaIng pohey Yon should know the other men who arc 
tnrdmg m the fidd. 

^By yon most be loyal to yont company Loyalty 
growth, enthrmaim, and fautative. Yocr own ad- 
^^oneit depends upon opp o iiumb es winch are made 
*^*^W5ie to yon. These opportnmbes m tarn depend largely 
confidence yon hav e bniU op in the mmHi of yom 
Mm edate topmoa. Confidence ea mn ot be gamed and oppor 
not be forthcoudn? nntil loraltr tuf li n -n dan- 

omtrrted 


Um Coernon S«ra* 


A thlij fnxtdamental whidi a good salesman tnvanabJy nses 
ha dealings with a enstomer is a common gp. 

hduvion Sales arc often nihsed becanse of 
to lecognne some of the gmddines for homan fodg- 
^ mitance, a storm was in progre ss when an iniur- 
^ ™ had jnst moved into a 

in *(Hit ran from Im car to the porch, stepping 

oiwwJ pnddles on flic way When the door was 

^j^®°»^ttepped limnedately into the Imng room. There 
■eent nig on the newly^lahed Boor hot the 

tm mbbai on. The prond new homeowners re 
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tented the thooghtkssness of tbe t^t and tbe men be 
nnde. There WM no injuTtnce told. 

The tppbcition of common teme fn nlomxmhip peitqv 
poses th^ yoQ nntkntind and fanplenKst the foUomn^ prO' 
cedora 

1 A thoTfti^ ftudy iboold be made of the bccigro u pd* of 
prospects. Tha knowWIge, obtiroable from a numha of 
toorces, tboold be osed. If joa katn that a prospect hn 
bccD promoted or hooond, tha Isfomotinn ibooM be 
med to extend ctm^tnlatiom other b^ qUlng penon* 
■Dy by phoning, or by wntaig a letter 
2. The Dcd of each pio s p c ct sbonld be analyzed fn terma 
of the prodoct bong t^d. Don t attempt to mabe a era* 
toma dtssatafLcd with the roerthandac he has. If he 
owns a recent modci of your prodoct, do not try to itD 
him another one. He mfgM have do rsctd for It and 
probably t-tII resent any atl op pt to sdl him acap ethto g 
be did not want It T.'ootd, boerever, be good jodgmeot 
for a salesman who has sold ha make of machine fo caQ 
on the oBtoTOcr and ask whcthei or not It was gWng 
satisbetory semex. It dionld abo prove a oiumu ept op- 
portmiity to hxpdre if any other membe u of hb hiznily 
or if some of ha friends amnld be interested In havltig a 
danonstratiOQ of the tame make of machbe. 
k Don t forget that real takxmanship is one part talk and 
nmc parts Judgment Use the mne ports to tdl yon when 
to DSC the one pirt More lalo been lost bccaose 
talesmen talked tcko much than hare been lost becaose 
salesmen failed to czpdam the merits of theu product. 

Herd W«»1( 

When you ha\x gamed confideoce in yo er s df yonr company 
and jtmr prodoct, and «bcn yon ha%-e made a aokmn tow ak 
ways to apply the principles of wmmoa sense in your deal- 
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Spctch Iq SeiSnj 

np Tnth peopk, yoo nc ready to do a better job a; ■ lalo- 

Tbtit n. hcmrci one Uimg more ubidi a DlemM 
mEie before be cm tike hn place a • 

Rea nlomanihip a the remit of hirf -Kotk, Tha pomt a 

bat nioitnted bf the itotj of the Little Red Roojtci and the 

Otd Black Henu _ 

Said the little red rooiter, "Goih aD hemlocld Thmp are 
too^ Seena that rroerm are getting icareet, and 1 eanpot 

End enough. What 1 become of ifl thoie fat ones a a mjr^ 

to OK. There n-ere tboiaandi thioogh that lamj ipeR-bul 
now libcre can they be?" 

The old black hen who beard hnn dido t gmmble or ctn^ 

flam. She bid gone throogh lota of dry ipeUi and bved 
through floodr ofram-Soibcaewoponlbe gnnditane, 
die gate ha dawa a whet ai *bc ‘Tee ncrer teen the 

fame when there want t wnma to get." 

ae picked a new and tmdog ipot; the earth war hard and 
Erm. The hltle rooita leered, "New gronndl That ■ no pto 
for a w arn ." Tbe old black hen foal spread her feet, ihc dog 
both fast cod face. *1 mart go to tbe worma," ibe laid, “the 
•nma won t come to me." 

The mitrfw Tafnly apent the day throng halnt, by the 
wayj where fat loond woonj had passed m squads bad: m 
the niny days. ^Vhen ofghtfaD foamd him snppalcss, be 
Srowied in accents r o ugh , “Fm hungry as * fo^ can be— 
conditioni sore arc hnt^*' 

He t am e d then to tbe old Uadc ben and said, “It a worse 
*ith you. For yon re not only hongiy bnl yem most be bred 
too. I rested while I for worms, lo I fed fairly peik; 

bat how are yon? wUboct won m too? and after aD that 
wod." 

The dd black ben bopped to her perch and dropped her 
eyes to sleep. And mu r mar ed in a drowsy tone, “Young 
man. hear thii and weep Fm full of worms and happy tex^ 
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11 Be t good lutoKi. ABow the cttstomer all tlie bme be 
wants to rafse qaestions. Do not fnterrupt him. 

12. Dost critadze tbe co mp e tito r i pr o d o ct A bilfe io 
your coTup e tilo t s bad: is not a djort cut to youi own 
salo success (be may hare t ksiife, tool) 

n Get on the prospects side of the sale, working wilb 
hnn, ootathon, 

H T»c the benefits of yom prodoct to the enstorrser s dc- 
nre. 

1$ EstabHsh points of contact which make him eager to 
go into detaili with yoo. 

16. Realize that what you say m the first few minutes of 
your call will contrd the entne comae of your sale. 

17 Don t tcO the customer that Ms stoic mdhods are poor 

18. Don t assum e the etbtode that you know more about 
the customei s busmen than be docs. 

19 Look tbe e m tomo in the eye and speak with a ;^eaa' 
ant rotce which cama coimction. 

20 Know poet matoid to weP you breed co n fiden c e. 

21 You are addom a better or worse salesman than you 
think you are. 

22. Arofdflattoy 

23 Don't quit on 1 pmqjcct 

24 Consider the effect of your words before you otter 
them. If yoo bfce sides, consider what may be the re- 
sult 

25 Do not contradict your emtomers. You may be nght, 
bat according to tbe philosophy ol modern bosmess 
the e mtom er is always ri^t 

26. After completing the sale, e t p re n apprtdabon for the 
order and karc. Notber o ^ ' cisUy your tune, not imh 
out as tboQ^ you tbon^t the customer ml^t change 
hismmd. 

27 Don't be a “smart aleck." 

28. Don't chew gura while tsymg to make a sale. 



^«ech in ScHmg 

^9 rWi*^ fiT m OT W \n i m T Tttmig Ot tpCC^L 

30. DcD*tbdeyoDiiai]i. 

31 Don’t be rode to people bcansc ytra do not like Item. 

A tdanum dioiiU be t plemot rndWidoaL 
32, Dod t be ta yom tppoimce oi action jnst be 
ciQie you ire wTimg on aomcooe yoo feel yoc know 
wdl enocj^ to Tuit infotmilly ycoadf before 

gentf into toy tome ct o£oe. Yon never can. tdl wben 
vistm may be present 

3\ Hide yooi adKS p»m< oDdei a ydeanttt ttnile^ 
Otben art not pctkolxdy mtesested vn yoot probjems; 
tbey bare plenty of tbezr own. Den t thmk or act as li 
ytw fed dat the fro^ U agifaat yon. 

K Dont tA % TTW 1 or try to sdl 1 man wbo does not 
want or need the prodnet yon arc s eDing . He may Iwy 
ooda pc mui t, \rat yon will not idl bim • second 

33 Don t gramble, growl, or appear d g a ppo m ted. 

36, 'When things go wrong, bkooe yoma^ not the bon or 
othes men m the fidd. 

37 Tiykx^mgatyooisdf tsodimseey^ 

3d. Be a boo st er for yortr company and Its products. Use 
the pcodocts yrmsdL 

39 Do not “talk yonr to death.” When adling a m>n 
spend 90 po cent of ynor tnne thinking aboot him and 
10 pet cent of yom time thmkmg iboiA what yon wQi 

**T 

^ Salesmanship li sdlmg goods that don’t i-fimft tiw4- to 
people who do come bade. Ask yoomdf How cam I 
develop a satisfied atstomcr from Qua new nle, one 
who not only will retnm bat also will recommend my 
goods and my company to tAbetS? 

S oeem in any ve nta r e r e qolm i detanunatioD to win. 
Ibda, tegahtknt, mggestkms, aH may bdp, bat that whidi 
makes one tnrresifol, whetha he be nlfsman, doctor dea- 
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tist, prtidKT or (ttcber Is a dctamnabon to luctJcd , Soo- 
CCS does oot come from wishiii; for it bat from worb, study 
tod tppbcstiac. A good saJaman ocver fceb that be is fd^ 
edpcated nor is he crcr compdetefy satis Bed inth his own tal- 
ents and abilibei He seehs comiantly to ing ea se his hiowb 
edge tod to imp rore bis petsonaUty His ahn m hfe is hi^ 
end be tefdses to believe tint he cannot teach the goal he has 
set He wanb loccess end is wilhng to wtnik for it 


15 


lnt%rytowi 


In tibc ptcrkm cnggrttiom hare been gittn foi the 

n Teamm - liuya farteincw There are two other types of fn- 
terHewi that drooid he dheosred. The fist it one b 
ran^ vhea attempt to pesnsde someone to me yon 
and yoor tervKes in theu OTjmizatiDi] and the second U when 
yon by to pesoide someone to {dace himse^ and hh lemcea 
at yoor dnposd. In the first aftraboo yon may be seAng a 
Job 01 tome fonn of anficrymenL in the second, yon may be 
bymg to enlist a w mie r for a chanty dnvc The two typa are 
rimT*r bec ame both indnde sdimg yomsdf to someo ne ehe. 

The recces of the iotemew hm^ fist cm your appear 
ance. Yon g nat be neat, c aiefu Dy-groomcd, and dressed in 
teepui g with the posiboii yon seek. Hundreds of college grad- 
nata hare wore white shoes, Bamboyant shirti, and novdty 
cravats when applying for pontiaia m t mnutt Clothes 
whkh were snltahie for the cdl^ campea, the high school 
dassroom, or d» vocational sdi^ shop may got be at all 
appropriate in the Job yon scdc. Your onployig wants to see 
yon as ha ccstcmen will sec you. "nie compefation fa too Wn 
for him to take tune tfaualizxng yon m proper attire. Hap- 
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dol ipecch ti wcH as tbc pnnapJa of ralamaiiilup Don t 
be a fdlow i*bo nnunbla, loofa out <rf tbc window oi fidg- 
ets. WoQldyoQ,ai an axartive, want an cmployte who >pote 
*0 the n K tnrrtm arajdn t nndniUuid him, or who wig^ed 
and shifted while they tried to talk lohim? No onchka to do 
V«trn« the gnnidi, so why Actdd a good bomiesxintn 
hircooe? 

If jtmr appearance makes yon dcsnahle as an employee or 
as a coGctgoe, if you mtdhgtnt and ambiboos, if yon 
are co oile o m and pJeaairrt, you are at least m equal campefa- 
bon with those as wdl qoalcScd as yon are— and ym re proba- 
bly ^ead of most of them. 

Always tdl the truth, aisd don’t o v tu t ale yqm qnalifica- 
tiom ai^ ability If the |ob h too big, yonH be let out On the 
odia hand, if yon aren t quite fitted hot are hi^dy desirable 
as an employee, there may be an opening where yon esn be 
phe e d for traming and cxpenencc. 

Yon can anbei^e cosny of the qtxshons and ntuabons of 
the in terrsew arid yem ^ould he ready fnt them. 'Hie less 
that is new and manbeipated, the more effcctire you will be. 
The best way yon can prepare for an intemew is tluongh the 
paaetKs mteiview Ask a tnend, wheae weak or pp e u ence has 
made hiin fanrihar with your pro p ose d field of actnaty to m- 
temew yon. You will tciin yocr weak pomts throngb tbit pro- 
cedore, parbculaily If yon soUdt Ins tank enbasm. Don t ar 
goe witti hun about faults he finds; be sea you as otben 
tee you in the same sHtsbon. 

A person ipj^yrng for any posibou may find the following 
questions heipful m thsi preprabou. They are questions 
adied by peoonnd and empki y iDeo t niam gri t 

NflhniDy every anplojm^ roansgu wiD not ask every 
question which fa listed here. Seine may not ask any ques- 
tions. The ipidicant may be toJd, “Tell me m five mmotes 
why you think yon tbotild be hfred.” You must adjust your 
self to what you find In the fartemew Howercr these ques- 


bpfricuT tfaiol >nJ^ ^“ootne? 6 

. tUJ/forTfc ^ t6fnt*rw^ “^nitZii, 



25 Ek) yoa think you can get Amg willi people? 

26. I>j you hare any ‘*ptiir in flii» company? 

27 Aityuuafiatcnulyinan? 

2&. D»d you cTCi » pfcnoua intemew? 

29 Doyouhaveanydcpentiaifi? 

30 Do you mfnd pbyxfcal “duty wcilc*? 

31 Do you Hkc to travel? 

32. Here you snytme in tUt cag i uiubou wiio wOl tpexk 
for you? 

33 'Would you commute orlnre near your work? 

34 Hive you participated tn any mmumnity actavitia? 

35 Have yoQ done Boy Scoot vnnl? 

36. WW rratrsea did yoD talp in college? 

37 Who fra yoor fiToiite profesor in college? 

3S. Are you engaged to be ntamed? 

39 Do you br/e I gnl? 

40 DKlyoueveretmcayoiaSofaiiyyexriedncatkxt? 

41 Do you boy things on time? 

42. Do you have any otiier jobs you ire “anghng for*? 

43 In case tbox is no opemn g bat, 'vbat do you intaid 
to do? 

44 Hire yon dooc any idimg? 

43 Whit ire your bobbw? 

46. Canyoutype? 

47 At ffhit talaiy will you start vod:? 

43. Are you i^Ilnig to tihe your chances for promotion? 

49 Afte vre ghe you toini^ will you go to some coan- 
petitej? 

50 \vtat is ycur expaseox fa getting tkmg with peojifi? 

51. Can you bandle youngsteo? 

52. WbotoJdyoutoippJyhaeforwDii? 

53 What mahes yuo you ac quallEed to out 
organization? 

54 HowdoyouUkeoorpcodoct? 

55 Hiveyou used oci product? 



56. Whit do yon thmiii wrong with OUT mctbodi of jcD* 
mgapdt d v atnm g? 

57 HrreyoojccnotirTVjbow? 

5S. Hcrv long love yoacsodoarmaxhmdue? 

59 Conld yon malce foendt for onr com p any? 

60 ^Vbyd>d you go to coB^ge? 

61 It a college edocatlon an cstcntial to foccett in bosf* 
ness? 

62. ^Vbatdoyoathmhclfold■gcpenSlOm? 

63 Do yoQ carry tnnnxoce? 

6i DoyootoowmmyofyogrprB fqto nfaitimateJy? 

65 Do yoD tmohe or dank? 

66. ^Vlutt|yoar^7tbertbQX[ncnorprDfesllOa? 

67 Do yoQ fed yon gtioed anything from college? 

68. How b your |Ayjic«l health? 

69 Do yon belorig to any lodges? 

70 If yon conld attend allege apio would yon tals the 
lame comses? 

71 NVhatayottrprqnrationforlhiswoA? 

72. DidyoQcvaboldapolItkiUai^Mfntmcnt? 

73 AVhat hare yon dooc dttnog njmmci riKations? 

74 Canyonsdl jTOndi in leu rmoalea? Co toit 

75 H*>r you stodkd oor company? What do yoc blow 
sbontm? 

76. IIJTeJoutnedanyofoQrc£wlpetfton7^VhyDOt7 

77 Ten ns aomethhig about your cdlcge. 

78. Who arc yoor best Weoda? Why? 

79 If yoa «-ae hinng somcooe for this com pe ny wmld 
you hire yoorsdf? Why? 

80 Do yoQ bnow anyooe who ml^t fit better into this 
company than yoorsdf? 

81 Are yon I atizca of the U.Sj\.? 

82. Do you thint yoo can pots a physical szmiiutfoa? 

83 Are yon wtlH^ to t^ oor turning course withont 
salary? 
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84 C«n yon do detail woA? Hare yon done »? 'Wliere? 

85 Can yon take iborthand? Can yon do rtcnogapluc 
woik? 

86. HrreyoneTerbceninananttMDoWcacQdeiil? 

87 Why did yon dioosc yonr mayoe nibjcct m coDegc? 

88, Did yooktmanytlniigpmcbolm college? 

89 Did yon hold any crccntiveposftiocim college? 

90, Are yoa Tnmting a job" or are ytm “ledang i poD- 
tioo?" 

91 Do yon wad: with any youth pogom? 

92. What ttmW« yoa ^hint yoa coold luccecd m this or 

93 What do yoti thfant of the gomnmCDt i libot policy? 

94 Do yon owe any money? 

95 Why didn t yoa apply for wo«k m yoor hotne town, 
where yon are wdl Imown? 

96. Wen^feDowawhowillwoidiAreyonairoiier? 

97 What can I do foe yon? 

98 We hare no openfog now Maybe later Atry qoe*- 
tkms? 

99 When coold yoo start work if we dtd hare a position 
for yoa? 

100 What do yon thmk yon are worth tom? 

In many unlvOT ty semor idacement programs, penoimel 
men coodnet {Qmtiabve Intendewi, and then interview indi- 
ddml semoa before the gronp, TTie Em] step in tHi pro- 
gram is a series of intervsews b et w een the seniors to that 
truy man has expeocncc. The semor interviewuig the pro- 
spcihTcmploycecriticiieslucn,BDdthen the gronp pool thA 
cntxmm. Throng tins tedunqne, a hi^ily efficient perfonn- 
tnee is developed. Try it at hoiM with one of the memben of 
the family TTien try it with friends ootaidc the family arde. 
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in 


NnooAy Oi*dt Utf 

After pMcbcmg yoor i o te me w familniite youodf with the 
folknriog dtf ck lot U represents s compQotion made D 
a remit of tsUog two hondred pmonod tod employmenf 
n un age a just tniti «zid d icaclo t stj c s they loo^ foi 
or demed m tpphamti beioce offenog those t y p h o mt s posi' 
tlom. Yoa will notice that great im p ot lA nce hxi becii p l a ced 
on peoomlity While a mans r ecor d , charteter and general 
abihtf are Im por taa t, tiiccen in most intemews depends 
largely npon a favonUe first uupmaion made by the ipfdh 
cant 

latariew Bbnt 

1 Fhyskal Chcacteiistics— aUn, eyes. hcEr fflooth. fiogo^ 
CEiias, clotbes 

Any defect hi. i p a c A hearing >i^ 

Hwfahahe Dtspoaition Coien] Health 

2. A pp e aoii ce— t mpi e s iion made by hh r mnp er of ditss 
care of person 

Fine Neat SatWactocy Careless Stereo^ 

?. Aetiaa, Poise, Afanaa-^cspnaskia made as indicated 
by bd: of nerve wpen , cania g e of body fadal apn*- 
abiLvoiee. and tact 

C^tfrated Agreeable lorfifiercnt Awbword 

Rode neashig 

4 Caze-'DoesappUootretamyonrgaxssteadfty? 

Ncrer OceancajaDy 

Wavers tmetsOy Untahy 

5 Vo«e 

PJc3J«i|; Agreeable 'Wal: Load Du ag rec a bte 

6. VtoTJeF^E r s ag y 

More tbra Kormd Easy going Lazy 
avenge 

7 Commaiid of Eo^nh 

Talbs easily ascswideTocababiy 
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Ddibcnte, males words cdont 

Oidmny 

Sornffcones ct lots for sords 
Lnnited voetbokry oseslfidgiimmir 
8. Irdtubre in the Co u r tm totf of the Intcrvt&w 
Tales a ladmg pert 


Fatdy rqpomwe 
Anewen qnobocs ofdy 
9 Dog lie inspire confideniM? 
10. Dog he seem detnmm ed? 


11 Dog be tbow promise? 
IZ. Isbematssef^lmtgi^ 


Ki /iu»>ifm of FcaoniJify 

1 Appeartnee 

IndicstiTe of cxie 
Neobxl 
l^^Kicxir^en 
Kepobhre 

2. M*n^ 

ComtcoQs CoTidoc A j^ essire 

Nentnl Neotnl Ncntnl 

l o co m l J cixte Affected Fim r e 

Bmsqoe Bjpoenbeal 

3. Maatality 

Alert Onjiinal D ccmre Sapoooi 

Ncotrsl Ncatal Neulnl Neotnl 

Slow C on re uU onal U oca Lam In^odickns 

Shigghb S ta e otyp e d Vadllatms IHogig] 

4. SociaMUy 

ASsUt Altnrfsdc 

Ncotn] Ffcotnl 

Kesgred Sdf-r w ni w l 


TOa CA.M TALC WELL 


■Wbtther tbc intciviewcf make* icttial DOtcs on cadi of Iht 
■bove pomts, he at least; fonnalatiag t menti] ptctnrc of 
the candidstB based npciD the mm total ctf tbae factoo. 

After a check oo yosr pas oaa bty it would be wiae to 

renew j-oor own backgroond- A check is iododed to hdp 
yoq make this renew 
A. Pcmmal 
1 Name 

a. Ii rt cw i w atd to prcmoonce? 
h. What unpreaiott does it cenmy? 

2, Famfly 

a. Pcrati ednerhop? 

b. Parents' ocenpabofi? 

c How tnao^r bcotiKss and slstes? 

d. Depeodents? 

3 Hoincf 

«. ^\'h«w*#Ibc^J? 

b. Where did I Brc fn childhood? 

c. \NTiere^Ilreetn)foclh? 

4 Fhyska] Chamctenstics 
«. Age? 

b. flof^t? 
c Wei^t? 

(L Health? 

e. PhySKjnc? 

5 Appeaaoce 

a. Attachre? 

b. Indicatfreofccre? 
c- Ncotral? 

d. Cardco? 

6. hianncT 

a. Am I CDOTtcoca? 



b. Neobil? 

C. 

d. B na qoe ? 

c. GenTTmtf 

t AffatedT 

g. H jy oc pb cal? 

h. Aggicssvc? 

L Plant? 

7 OnlcDmnnnncxtion 
1 . DolblkeeSj? 

b. Ddib mt dy? 
c Onkusi3y? 

d. UactddetcnbdhiT? 

e. (dibevQcdicoQat? 
t Atikmfarworfj? 
g. TJiebadgniniim? 

L IsmytoiceiieK&ti^ 

L limy YOKE wok? 

^ Is my voice bnd? 
lL Is tuy T o i ce dttigrenbte 
«. Vft^ 

t. Isinypep t T mg f J 

b. More ireng^ 

c. Leathmcmig)^ 

d. Lizy? 

9 Am I uatnre f oi my 9^^ 

B, Edoobon (conkols cnid GdacuTricaLa) 

1 T rain i ng 

1. WbatiDdtiTuktvibileoodjUoTO? 

b. PnmsTy idiooT? 

c. Secondary fdracit? 

d. Conegc? 

e. SpeefaHred trihrin|^ What kh>d7 
1. A cLi cTCTP Ca t 


TOU OAK TAI.K WILI. 

L Whitamytxakindtn? 

(1) CcraldllhiTebccnbetter? 

(2) Why wait not? 

b. \Vlttt ha been the mtare of co nmepda tfam or 
aiHdtm from my instroctoo? Family? Frioids? 

c. Inwhattobjedasmlchstloctlywealcoritioa^ 
d What defiamxka or attdbotadoa it indicate? 

^ ExtracarTtctilar >ctrrItio 

a. In vrhat acthitia did I paibapattf Why? 

b. Why dldn 1 1 paifadpate in otben? (Be rpedCc.) 

c. Hoooo? 
d Qohs? 

e. Sodcttex? 
f Fa te n u tto? 

4. WotUttjwilb people 

a. Hm I enjoyed voiiins with people or tbiDgs? 

b. How wdJ do I get alor^ with peopled 
C. Do I follow orkad? 

d Ij my word respected? 

e. Can I give, talo^ and fc£ow ordm? ‘Which do I 
Eke molt? 

t DoIimpirecooBdence? 

5 MentaLty 

a. Am I mentally licit? 

b. Slow? 

c. Sloggidi? 
d Ncotnl? 

c. On^mt? 

£ CoOTdtiooiI? 

g. Stereotyped? 

h. Derreve? 

L Uncertam? 

J. "Vicinating? 

i. Sagadom? 

1. lomdkioQ? 


Intemevn 


193 


m. Hkigica]? 

6. Chmcta baits 

L Hare I indicated kadoiinp? 

b. Imbstm? 

c. Ambftioo? 

d. Eie c uti T e alJrty? 

e. CtMjpenboo? 

L Hoaesty? 

g. Acxanacfl 

h. Neatness? 

L 'nuHOQghoess? 

Judgment? 

i. Fathfoloen ta dnbes? 

L D etrTTnuntV i o ? 

m. Dol jbowpmnui^ 

Q> Can I budget time end moDCy? 

C. Experience 
1 Use of time 

1. Htjw did 1 ^)end my ranmeis? V/hal djd 1 >am 
sndetni? 

b. What did 1 do dndiig the college yeai? What did 
it teach mtf How moch eSd I earn? 
i. Refereuca 

a. HowcanliBcfotmeranploytnasTcfctcnc^ 

b. Who? 

3 Chcaceofjob 

a. Would I hare dicrtm the wotk at whkdi I was en- 
gaged if I had an ahaolote free dioke? 

b. What Job would I bare idected? 

t What did llflx about mjr first Jobs? Wby7 
d- What did I duEke about my first Jobs? Why? 

4. Performance 

a. How wdl did I perform my Job? 

b. Were my aerrices tatnbet^? 

I-. mdlfafl? 
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d. CoaMIhfved<me«betteT)ob?How? 
c. FofwfattqqlifagiWMlpaiiedwcntadjtd? 


Job Anofyifa 

AciTone witfauig anjAcjment tad ibont h> lore ■ ^ inter 
vieir iboold ctrchdlf taaifxe the poxltkoi before be entar tbe 
pe no n ad msoagei'c oSce. Tbe foSenrin^ died: lot of qoe** 
tioea b worthy of rtedf 
A. Con t|ttij y bad y oaod 

I \Vhat b tbe pooaiTbQriDqe of tbe comp an y? 

2. \Vbat ore proaoebont or fenetjona of tbe com- 
pany? 
c. UdMyf 
h. SexsooaP 
c Lcmnet? 
rL Stapler? 
e. TensiUex? 

L Intxngfblei? 

g. Service? 

h. Philaothropfcf 
i Govortmeobl? 

3 What h the oi paha tioo of Brc coro p a ny ? 
a. Who controb tbe c omp a ny ? 
fi. In wint type of ^ ezo I be ^ gitalett ntibty to tbe 
employer and mytclf? 

1 Preicol? 

2. Fotme? 

C. For what specdSc^ or ^fas am] applying? 

1 Title? 

2. Function? 

D Whatb tbe nat ur e of the ^b? 

1 \\Tiatfathepl 3 Cgtrfthefcbfntlieor ;jtiu 3 ti (^ 7 

a. SpedScatooa of bighg pop ti oiaf 
K Salziy limits? 
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OiducyGocs of promo^oQ? 

UDdentody )obs? 
c. Rektedibto 
L Advanced Jobs? 

2. WlattTetbedatiescDdTapomibfliba? 
t, K{t)OT dutoes end responsibilities? 

K Mmoi dabes tnd re s po m Onlrtici? 

c. Regolai respomibiUtKS? 

d, Intgnkr rtrpcniibihhci duimg wodc, il*i» w 


emei yu cy? 

3, Whtt banning B required? 
a. \Vlttt method of H-mring? 

(1) Oral? 

(2) Cn^ 

(3) Wntten? 

(4) Pdfonnanerf 
K Specific tnumpg? 

(1) Accoonting? 

(2) Eogineenng? 

(3) Stenography? 

(d) Cbe uihby ? 

(5) Edocstlon? 

(6) Typmg,etcJ 

c. What B length of tnhnng period? 

(1) Fonnil ichord? 

(2) Jobtnimng? 

d. Doa woih require speofic eape n enctf 

(1) Silo? 

(2) Mcdumcsl? 

(3) CJeo c a T? 

4 "What fa the freqnen^ of promotion? 

a. Baaa of protaobo^ 

b. Opportunities? 

5 \Vhatirethesalaiytiid6ingcbencfits7 


a. Connnisnon? 
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b. Bobto? 

c. Piccentc? 

d. DixwingscaTimtf 

e. FeosioapUn? 

1 iBSutDcer 

g. 1 J i n <‘ 1 »» i 'w i f pt;^fit1«ify 

k HoypitafattioD? 

6. Wlnt ere tbe boats? 

t. Dey? 

b. NijfaO 

c. OrciluDe? 

d. Soadty? 

e. HoUdiy? 

7 Whatat^kicatioa? 
a. li tbe ^ near boc&t? 
b IrmJveccmrpTihffg? 

c. Imrri^re bwdingT 

ft. 'Wbit ei^c tgnce doei the ^ offer wbidi may be 
med to other «tk7 Where? 

9 WbatsretbevoditigcooifitKnisT 

a. Worhoatdooaorbadooa? 

b. Wo&reqrdredifTtat? 
c StaodfaigT 

d. 

e. WtlfcfaigT 

{. lifting? 

g. ^Simoaadbgs ^esxi7 Doty? Oidedy? 

h. Sarnxmdu^ loody? 

L Iswtnkraby^toolioselempetstixrer? 
bwodchazaidoasoranhedthy? 

(1) F«7 

(Z) Exptosrrtf 

(3) Elec tt fc ity ? 

(4) Steam? 

(5) Otemkab? 



Interriewi 


199 


(6) M*dimay7 

(7) Eyo? 

(8) Ean? 

(9) Longi? 

(10) Nora? 

(11) SHn? 

(12) Lnnta? 

(13) Fatigx? 

(H) EDdamc^ 

(15) SanifarticBi? 

10. Wlatati»etype<rf«*oa*toindcompe4ihon7 

a. College gndatto? 

b. Liboren? 
c Oedo? 

11 Iiwod: repetitive? 
t. Vcoed? 
b, Hecvy? 
a Actne? 

E. Whit Kcttiereqaireiiienb for flieJoW 

L I>»lbcit*hmpirbcalarpb7iicilrequiiemenW 

a. IiaphyTV^ mtiinnrtfa nrenuljcd? 

b. Doc* job require strong phTdqotf 

c. Ffayn^ deadenty? 

d. Ai^ha^onpd^reqnutjnartJ? 

e. Age Glints? 

L Sex? 

g. Mazitalstxtm? 

h. Neat appeanoce? 

2. Does work leqnirefaitdhgeQCt? 

a. 

b. Low? 

c. Avmgtf 

d. Mental dexteritr? 

a. C um e knt iocsgeB? 
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b. Loytity? 
c Coon^T 

d. Coaunmi «ense7 

e. StaWity? 

£ Toadty? 

g. Ecthnsttsm? 

K iBitatire? 

£ Aptrcmvcpatf 
Ainbitiaaf 

)l OptZQUSB? 

1. Htppy cti g tige conteataagit? 

IDL Adfptibflity? 
n. Accme feqxMipWrUy? 
a FoOow iofbDctioiu? 
p. Docoverdctadlrf 
^ CoTceotnttan? 
r Aiortnen? 

A Sdf-con(xcl7 

t. T»d? 

u. Lodenhxp? 

V CcopentfveDexs? 
w AbiTrty to meet people 
X. AbflrtytoderdoppeojdcT 

jr Speed? 
z. Accoocy? 
ca. lasptnbon? 

F What b the peaocal p<^icy of the wmttoPiog co mp ay? 

1 ljUi*‘f*m37"«a»pany7 
2. DocsAIcodscairityTlaiccimty? 

3 Ii there en c fficfai t c^ordbated and centolfaql com- 
puny peaoQDel polky? Departmental? 

4. It thm t ofety tnd health lemce for employees? 

S Arc there cdocabonal tadhbes? 

A Company CO W set ? 
b. OotsdocDonesT 



l ulCl ' vk fT I 


201 


6 Arc llicre reatatkmil fadUbe*? 

7 Arc there calmg fadlitia? 

fat arc tevenl added tnggertioro for the in ta Tiwr 
L Be pt uciiL fot your mterview at lent fifteen munite* 
before the tdic^ed tune. 

2. Call the anployment rrpraentBhre by hii d^^it Mmc 
(direct addin U desushfe) 

3. If JOT are iKowo mto the office by some member of the 
itaff, Qjwnt tfignV*- 

i Cuty your hat in yoot hand Do not wear jlove*. If 
yrm do, b o we r ef yon ihake handa, don t lay Tn 

'Itni the glorre." (One need not apcAogiic for wtanng 
glora or for riiiVtng handa whik wtanng them.) 

5 Don t force * hgndrhafce on an cmployromt manager If 
he woba to fttifa: hands with yon, be will ntahe the 
gtUiirefinL 

6 Familgme y o aae li with, the comp an y policy e*pe> 
cially the amoent of salary paid to be p n n ea. One of 
the most frequently a&ed qoextiofis in the interview is, 
*'What salary do yoo wnh?" and yon thonld have an 
answer m heepiTi g with the company policy 

7 Know what yon want before yon report for yonr mter 
▼kw Many prcB p ec ts arc ashed, *^cn, i®t what 
wonld yon Hke to ij in our company?^ Many tunes the 
aniviLU come, "I don t Vdow'* or “It docsn t make any 
diffciaice.’* Yon dionld know and it diould maVr a 
great deal of diffcieiice. 

8. Be frank and docctc m all ststements. 

9 Don t minimize ytmt own ability Every c om pany is 
amtons to hue men who arc wiibng to Icim new tedi- 
mqoei, bat they want tfiose men to be confident 

10 If tbc attention of the interviewer b caBcd to some- 
thing dse while yoa are being interviewed, do not show 
t hagth i ot dbappointmeot ll dnrmg tbc hitemew a 
telephone call interrupts the conference, recognise the 
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cODdIbon cod do not lean foi w iiJ ts if jon were byliig 
tolotenin. 

11 After tbe mtoview whether or Dot tbar u definite a- 
nnuce thrt jroa hare been fahed, bhc yoor kxve §a- 
cioTBly od cipieu appictation to the dnplojmieiit 
mtna ger for the htteming 
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Sp«*ch for tho Execulfvs 


OppoiUuiilla tre opea todiy for men ind women who can 
annne roponebibty k»d md direct tl* effort* of othm, 
tsd lid in <»ThitiWtlimg better public rdibom for tbe or 
6«pir>tioo. 

Ereiy of an oigxniz^oQ ihoold be able to ac 

CDCDfdi^ these three thtngL Some rm; otben cannot. If one 
stndWs the fsOoce of an indirfdoal to b ecome a gpod aeta- 
tirc, part of bfame lies in Ui InahOity to t^Tt wdL Biff* 
Hint nnnds oftai oco^ tTi uih ru f^a in; yet the nme beff* 
Htnce of thinking and aUhty often fafh in onploTce iditjons. 
Some leados are tmaUe to stinnilate the thuiHog of those 
iroond them bees ose they Uci the proper *Taxror how ” 

Farther the e s ec o tfre fa m L e qu^ coo ta ct with the pnbhc. 
He fa calkd npon to speak before tervice dobs and other or 
gtrcatkios and most often talk to hfa own employees. Here, 
too, many an excentive faffs to live op to hu native ahilxty 
In an emergency be resorts to a s peech he asked someooe else 
to wrrtc. What a read disagrees wflh ha style. People bear it 
and lan^ to t h e msrh re s and as s resnlt the occntiTc s prea * 
bgentSen. 
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KjtwuU t e tmniiis p tog iiita aie bdd in uan j iudastrial 
i^TTipr-W^ lot \ht tnup o>e q( devtJoping Icaden—mtn cod 
women wbo csn become q.eti] tfvO of tbe otgimtahon. Col- 
kgs and nniveaitiq tre bdng combed for ootstandiiig ito- 
dent laden who maj ettend tnimrig p ro g a o u for the lame 
poipoie. More tod more confetenco tod mcefaogi tre held 
wHl^ gomnment tod mdoxttj foe tbe pmpese of fittdmg 
OQtsttodnig people to whom tdiditiocal reipoiiiibQitx can be 
given. Every gtTvemmental tod iodostiitl oigmnation in tbe 
conntiy oe^ tod wattti good execntnea. Good c t cc utiv e a tie 
Dot nee mil B y bom. They can be tmii ed tod they can be de> 
vdoped. ]mt n one ctn be troioed to become to exccotivc so 
can any exccut iTe, throogh bxmli^ rad tboo^t, be t better 
esccQtive, a better letda rad a better lepcescntathre of bis or 
gtnnaboo. 

Tbe word execathe comes froco t prior word to anrag exe> 
ccte. Thb b derrved from tbe lidin o and legm, wbidv 
combined, man *to fotkrw to the end.* Tbe popclat mean- 
ings of tbe word erecote tie to do, to pofonn to carry ont, to 
complete, to tccomplivh. Thus to caecob ve ibot^ hare 
qoabtics tsvd tbibbes to carry ont orders, to enforce policies, to 
accompiuh ob)£CtiTei, txtd to complete gnm tsdgTuncnts b 
tbe bed way possible. 

Before anjihmg can be done there imnt be; 

1 Tbe ida or plan to be exeented. 

2. Tbe transmission of the ida or tbe plan in whole or in 
part to tnotbo or otbca for t p i c co DC O Tcd co mm on ob- 
fective. 

3 Tbe givmg of aatbonty or xocam to others for tbe pttr 
pose of canying orrt tbe icquntments to meet tbe objec 
tire. 

An cxecobvc duwld lead rather than difre. Tbe emptmU 
ihonld therefore be on cxtmf^ rather than precept Em- 
ployees work best in tn ttmos pb ert of btrmony motosl re 
ip^ tod confidence. Under favonble coodiboos, every dot- 



speed! for tie Execathe 


903 


mil, wcltbdimd li nrrfn baii£ p ca texsa cert ain desiable 
trirta. To nwtiHm ta ttmospliere condtidvc to best rctnlli, 
Ac g trc iiit v e nnist ttnnoltte tod mamtun dicte duurtai*- 
tks {n hn people bj H urting the tame tttzibtites fainndf 
naderertn greater pt e mne . 

'Hie real Ka eta of leadenhip ere UndHucs and peunanon. 
AD tPCD hanger for hinntn dig nity Any tuppies* 

lioQ of this desire hy the exccotrrc indicatea weak leadership. 
“Bfing a leader" may be defined as "the gentle art of letting 
*o*Drboi^d4edowf^ yon want bun to "* 

AnttudM and PracrtcM 

Many attitndes and pcacbcei go to make a good eacciiUre. 
These whidi should be encomaged aif 

1 Know yooneff. Study yourself Why do yoobdme tbc 
^■ny yon do? Hire yon aia l yie d yonrsdf and fonod the 
most sabsfsctoiy explanations fot yonr actions? Do yon 
Ei^t y o mse lf iD the tim^ Do yon wony? Are yon 
imtahh^ 

Z. Be mterested in and know other people, espeoalfy 
those yon deal with Know their capoaties, op crie u ce, 
and any cooditloQS ontside the orpeuzaboo which 
mi^t affect theft riimVmg and »rting, i^idi is family 
finandal consldentknxi, nd health. Know conditions 
noder whxh the indmdnal works, the temperaments of 
those in charge, the typo of persons reporting to the sn- 
pervtsOT and the coodtboDS of cqaipineitt the indmd' 
naloso. 

K Let the other fcDow know yon. Hare a sodal bocr with 
your groigj now and then, or a fifteen minute teformal 
m eeling with your staff after wm V i i ^ g hours, affording 
opportunity for relccdion. 

4. Know your crganfzabon. Be famHiir snffi tD depart 
mental organnaboot. Know more about the jnd 
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working prinnpks of tfac gnwp Ihxa the mem'ben 
theg u dm. Eamplify bf ytns own tcboos, marmcr, 
and ipc ct h, all com pan y potiaca. 

5 Kooirirhit f gotng oa. Rom) an meraottoda, boDetin^ 
and letteu, which come to yom desk. They are impoi 
tint or they would nol hire been mrt to yon. Yom 
file> of mterdcpartmental and management coi nmunt - 
catKma thonld be constantly l erlew td and acted upon. 
Attend all mectmgi yoo are roppoaed to itteod. Inv 
portant mitten mxy be discnocd and yom contnbo' 
bon is qsentnl to the good of the cnbre oiganizatloD. 
Encomige your subordinates to attend meetings open 
to tbem-^tm maka foe better morale m ill deperb 
menb and prondes oppcehmHiea tor coostrnctive 
thtnbog and addibotul t nmi o g m ne c ea saiy functiota 
ribd to the tnccen of any enterprise. 

6. Be oomfrocth-e in all enbosm Crfbeoe fsxdy ortd- 
hg e otl y tod c o n rtioc ttT d y Piaiae bvtshly Avoid the 
(edmg that b ea use you say pothnig, everything ximst 
beallngbt 

7 Afike deemom quteUy Be tore that all the &cti are 
available, inclading iB sidca of the story The facta 
should be noted and tnsljTed fron) the staodpoint of 
the aSnnatjve sod of fbe ne g a ti ve. Both tnalyacs 
dumld be carefuBy wei^ied, and a fair deefainn made 
and ma intaJn ed. Ooce s decision is made, the pet 
sota conccTDcd ibonld be advoed, preferably by letter, 
m order to avoid any ndtmwWtfmdrtig Be willing to 
chm^ yom miod to admit t mistake if a better 
alten uth re presents UsdL No matter botr difficult it is, 
don t pot off maldi^ a decision. 

8. Approach proWans potrtrvely The suggestive value of 
*^Ve can do it" b greater than that of “It can t be 
done." 

9 Act in toch a way as to {aqnre cnitfidetice. E ocoun g e 
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cadi mm hi do his Job better Grve him teipoosibfli* 
bd tod do cot mterfere cftei arogning a )ob Check 
SQch assigimiaits bf foQowmg op dneebves. 

ICl Be tolomt The cAha £dlaw jsty also hart abiHl^ tod 
petde. Be opoKmitded about him. 

11 Be of strong chnacte. 
li. Derdop physical energy and ttamiiHU 
13 Be tactful. ' HrinV ttiingi throng Think twice before 
yoa speak. Be dqiomfltic. 

14. Have vaiaiL Tate a long range view of piobleois m 
the Qi gannati pii. Devdop yoot koagmabon and be 
receptive to new ideas. Thmit m taija of *Tjiig range 


IS Be endimi a tfe about tod prood ol yonr company de- 
pfitmerrt, and penoimel. 

16- Be a le^rL Rec o gi ia e cveBti and peno pa htaa fer 
whit tb^ are. Take nothnig for granted. 

17 Be the came every day Avotd changes In penonal tem- 
perament Do not be to optimht today and a pcaaungt 
tomorrow 

IS. Pooesi seff-cQn&feoce. Re^ on yonr own power and 
yndgment Avoid seU-conacaoexncxs. 

19 Have a sooal ootlooL Have ■ grasp of the aodal, pohtl' 
cal, and pnUlc editions aspects c£ yonr business and 
yonr couuu unity 

20 Ask, don t order Ex^dsm ordea dexdy Don't ad: too 
mail . Follow op regocsta, Be bnsmesslite tod avmd 
gr o ochlo ea In dealn^ with yonr assodites. Have a 
broad capacity for hnntan oDdetstasding. 

21 Speak with a tone and goaCty of voice which compels 
attention. Dcmt waste woros. Sty esactly what you 
mean. Be worth Brteniogta Mean what yon say 

22. Be wiUmg to dcJcgateiesponsibiEty to other*. The dele- 
gating of respcmsaiflity acts as an incentive to snboidi- 
Totes and assists in devidop tn gdadpfmc. 
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23 Be omcmi ed for the wcM«re of enipbyw J <rf yocr own 
department Be dcady lewitivc to ^ tiiot] 5 ,hts of yoor 
toboedmatet Be abic to speab for than if tbe need 
amei . lopiie In ynm immedote group on orge to Cod 
new tod better methods in doing their wot^ Wdeome 
trahung opportmQUca which tie made for 

yoor cmpkijeei, n^ ggt ttm g training p rogr am s yon 
iroold Hbe to tee mstttsted Be mt ere sle d in the man 
«bo falters and aid hon to find 
24. Keep the o£ce door open. Be available to sabotdi- 
mtes at all timei and sp^ some dxoe every day in the 
tpeiknig to emptoyeea and cxpiessin| io t eiert in 
their Attend mrrtingt bdd in the other fcBcrw'i 
o£cc. 


1 Wise ka dmh l p u mott essental to wecesrfnl op era facen 
and matoterance of morale than ater m ve orgardzatioa 
er perfect eq uIp pi cuL 

Z. Behoman. 

3 Use common tense 

4 Sed: competent cormseL 

5 Profit by the crpcrsence and knoidedge of others. 

G. llrre dearly defined ideals. 

7 Mahe the other man feel important 

8. Strive constantly to improve yoor own petsooallty hare 
a healthy dheontest to thmp as th^ are, a^ add 
fomethreg every day to your store of knowledge, wl> 
dom, and erpcricnoe. hicntal growth is etaenrial to 
physical fitness and emcftional matoiity 


AppencfU 


0«CMral 

Tbe following icfemxx wods are available in most Hbcnlca 
and wiD yon m locating i p eech materials 
Amedon CoQe^ Dwti onuy 

Fank end WcgnlTl Nnr Sttnckid Dictnoary of the KnifitTi T-tw 

Cmfc 

WetstcTi Nnr Jotenstiaoa] Dicthansj gwf»v1 Edltkn Uoabddgal 
(C fcaMerrkmCo.) 

Eacyclopqfii A nt eri cmi 

Encydopeedb B maani c j i 

WboiWbo 

Who t Who Cn Aioerlea 

I nf ocntal i oo Plate Ahnscac 

World Ahnacac 

Nnr York Thna loda 

Pook’i loda to Periodlctl LJtetahtrc (lt02 1907) 

Roden C«kle toPeriodkalUteiattife (1900 toproent) 

Bartlett’s FtmlBiJ Qootetiara 

BtJtey op tiy 

The following books contain many su gggtiom for hnproring 
yom andentanding o( speech tbec^ and pncbce. They are of 
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23. Be coocoEDcd lor the welhrc of aapJojrea of yottr ow 
efepartment Be dauijr $emitirc to the tboogiib of jot 
tabordintta. Be able to epeab for than tf the nee 
araq . Inqxre m yoor bmoedote groep to mge to Eo 
DTET tod betta coetbod] in doing tbeir wot):. Wekoci 
trahung of^xstombcj which are made cvaQiUe b 
jtxir employcei, mggcstlQg tiaming piogTimu jo 
would Hke to tee natitnted. Be in tei e at ed io the ma 
oh/ ) fid to find bim t^i F, 

24 l^eep the aSce door open. Bo arailabte to sobord 
nata at all bmet and ipend loiDe bme eteiy daj in tl: 
pbnt, ipeaimg to cmpIcTCcs and qpi e aii ng mterot i 
tbelr (oht Attend mfotmp hdd m the otbei fellow 
office. 

fiwnmarf 

] Wse leadeshlp is move cxtentla] to tDcccafo] opentio 
and mahitenaoce of monle than erien si r e oeganizatio 
or perfect eqtnpcDect 

Z BebrtmaiL 

3. Use common seme. 

4 Sed competent axmscL 

5 Profit bjr tbe erperience and InowlcdgD of others. 

6. Hare dead/ defined idols. 

7 Mabe the otbo man fed important 

8, Strive cemtantfy to imp ioTt jnor CFwn pcnonality has 
a healthy dbcc^ent for things as th^ are, a^ ad 
something every day to yvar stoic of I mo wfe dge, wi 
dom, and ecperioice. Mental growth is cssenbil t 
phplcal fitoes and ensobotol nutnrity 



Appsncfbc 


OarMrol ttf^rwaem 

rbe foTlowm^ refeiawe wodo are tnflaHe m most Kl«*no 
tnd wiQ assstyon m Vxstmg i peecfa matauls 


Aaiericu CoOetc Dktbony 

F ont cad Wcfiofft New Stendud Diebetmj d tJ>e KinEJi Lmo’ 



(C.I:C.Maikm Co.) 

Eacyckpedti Americsoi 

Eoc^dopaeda Biitxnxtici 

witfiWbo 

Wbo f Wbo fa) Amoici 

J nf o umb wFlepcAfancne 

Wodd Afanaiac 

Neir Tori TIino lodei 

Poole I loda toPgiodtfa] lite utur e (1^0^1977) 

Resdm Cei(f*toPccfe»d»alt lIcrJ f art (|yWtorc»V3Jt) 

Batlrtfr FcmiSn^iiceztioot 

The foBoroj bo* he*! rasjr £o- Ejotomu 

ytro tmacrfJttbjis rf e«7lV Tb^^frt 5 
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1957 
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Bottoo Hoocfabn &UBm Co, 1956. 

OSfcr Robert T EBeethe Speech toe Dcn oa i li e Utiaf Kev Jcaeyi 
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Bofiaoe. WZSitra Nonood. Speech A Bdef Text- 
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1955. 
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m. c t w rttTK a; Dccoxnort and rAxuAMXNTAxr law 
Aoex, ) feSar aod Ecbxnl. Ilatiy Lee. Iltodhooi tor Pi Kunki 
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ncB^ Bortotu IloQ^toQ RtlBUo Co, 196Q. 
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TodL Rhaelart ft Co, 1957 

vail Spcecbei erf the Dst New YoA. City New* PobDddic Co, 
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Chile, Start. Coida to Sczxf|bl TldnHiw New Tcefc Hnper ft 
Bretbcri, 1956 

Hijilawi, S. L Otr Ltofnijc tod Oor Wori± - OW t,.-» n bom ETCi 
AReT4ewofCcDO*lSaii*Btja,1953.195« New Teat Hmcr ft 
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J ogyi Preatiea hHin, loc, 1958. 




